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Fp^WORD 



With the cooperation and help of the California -^Associaticki of School Business Officials, 
the California State Department of Education has prepared the 1978 edition of the 
California School Accounting Manual for use in California^ public schools. And the 
California State Board- of Education, acting undet the provisionVof Education Code Section 

,41010 ai^ on the recommendation of the Educational M^fiagement and Evaluation 
Comntission, has approved this new edition as the official manual for Cali^j>mia public 

kschool accounting, . • - ^ V 

The accounting procedures outlined in this official manual have Be^irficld tested b|5^ those 
responsible for California public school accounting We know that thfliofficials responsible 
for the accdunting practices employed by California public schools ay qualified tp do .their 
work well. We are therefort certain that the work of these ofTicia', as evidenced in the 
California School Accotmfing Manual, will meetijvith the approval of all of you who have 

^ responsibility for the operation of Cahfornia's public schools, * ^ - ^ 



\ 




Superintendent of hi h He Unstmct^^n 
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^ PREFACE 



California school districts ar^ required i*y law to prepare financial reports and annual 
. budgets that show all Jiurposes for which 'the districts will need financial support. These? * 
reports and budgets are prepared on forms prescribed by ^the Superintendent of Public 
.Instruction. The county superintendefitt^ 'of schools are required to make annual financial 
reports' to the Superintenden?ii;^of Public Instruction which show for each school district in 
^eir respective counties- the amounts e^icpidnded for each classification df expenditure 
designated by the Superintendent of Public Instruction. 

The California Association of School business Officials has for a number' of years bden * ^ 
cooperating with the State Department of Education in the preparation of the accounting 
manuals that have been published l^y the Department of Education for usie by the school 
districts and offices of the county superintendents of schools. The first of these, Handbook 
. of Instructions for the Gasification of Schd'ol Bxp^enditures, was pubUshed in 1939. In this 
manual th& expenditure .classification and the instructions conformed with those being 
employed by th^ Urihed Sjates pffice of Education. This handbook contained ignistruetions 
for the classification of >expenditures, distinguished between supplies and equipment; and ^ 
defined accounting terms. A secortd handbook. The Accounting of Abatements of ScHool ' 
/?^vartwe and fxpe/icf/Zwre, was published in 1941. * 
In 1944 the first handbook was revised to contain the expendityre classifrtation and 
procedures then recommended by the United States Offkcfe of Education. This edition of^fhe 
manual, known as the California* School Accounting Manual Parts NV, was then revised in 
1951 to secjare additional ^gregation of expenditure clasSies and to provide clai;ification of 
the instructions. A * suppleVnen^tal guide, Supplement to California School Accoihuing 
Manual; published in 1 954, fwas- devoted to general ledger and stores system accounting and ^ 
to classification of income. ^ , * ) 

In 1957 the U.S. Office of Education published Financial Accounting f^r Local and State 
JSchool Systems: Standard Receipt and Expenditure AccoUnts/v/h\Gh was intended as fa 
guide I'or nationwide standardization o^ accounting practices. Although certain California^ 
laws; practices, and procedures made it impractical, if no^ impossible, to adopt a|l the 
procedures recommended in that federal publication, in 1961 the California School 
Accounting Mar\ual was revised to comply with.as many of the federal recommendations as 
pos&ible. The 1961 revision of the Aanual contained four parts: ^'Income''; ''Expenditures''; 
''Equipment, Supplies, Improvement of Sites, Building Fixtures, and Service Systems"; and 
'^Stores system Procedures, Contrdls, and Actountirig." ^ 

The 1964 edition of the California School Accounting Manual contained three new. parts 
developed by accounting commitfees of the Ca;lifornia Associa^"ofn5r Public School Business 
Officials: "ISJeneral Ledger Accounting," "Program Cost Accounting," and "Accounting 
Terminology .y V - * * ' ^ • 

In 1966 the Cal^jofffia' Sc/iool Accoun^^^^ Part I, "Income," was revised to 

provide income^^accounts fOr the many new federal programs. 
. The 1968 and 1971 editions served to update the 1966 edition. 
A revised school accounting system was pres^ftted in the 1973 editiojj^f the California 



School Accounting Manual^ Procedures and codfes were established fol^l^ accounting of 
intfome and expenditures by object^ >ather thJ^K^y function. The new manual provided 
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■ .1 ■ i 
maxjmum flexibility, as the abject -accounts could be combined in any number of ways to 

iiluniinate prpgraifl expenditures^^ , ) 

The 1976 edition ofHhe (Mlifomia' School Accounting Manuar^providcd methods to 
account for income and expenditures in instructional and support programs. Account codes 
and required acc(^untinfe and reporting procedures were introducied in parts I, II, III, and IV, 
and procedures for stores systems and general ledger accounting were presented in Parts. V 
.andVI. 

Thi& edition of tlje California School Accounting Manual incorporates* the 1977 
'amendments, which were develpped by the members of the' Accounting and Budgeting 
Research committees of the California Association of School business Officials iin • 
■ cooReration with California State Department of Education staff. Upon recommendation of 
the Educational Management and. Evaluation Commission, the^ California State Board of 
Education approved tHe amejidments in accordance with Education Code Section 41010., 
The amendments do the following: ' ' . »^ 

'IXlarify the definitions and improve the methods of distrib\jting direct costs ar^d ^irect 

' support costs to programs. ' 
2: Stress the. importance of distributing diject support costs, and, specify that, indirect 
; (costs shall be allocated to all programs. * ' ^ ' 

3. Require the submissibn of a comprehensive supplemental annual financial report 
(Form J-41A) which will display the distribution of cos'ts to all programs at the same 
time. This report will replace several separate reports previously required. 

These amendments ace- effective for the 1978'7,9 fiscal year, a^d the annual fimncial 
report foi' all programs. F^rm .T-41A, vyi1| be ^i' ^ Sep'' '^''^^'^•t 1\ 1'^79, ha!?<?(l t tho-^e 
provisions ' ' 

Deputy Superintendert' ' 'l , ^ 

for ^a'lui'^trtil'nn . '| 

♦ 

iACQm 1. ROSS ^ 

• > 
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tNTRODUaiON 



Today we are in the midst of a great upsurge of 
public interest in school prograips^ budgets^ and 
^^ance. Schools are performing new services that 
phBviousIy were not part of public edupation. In 
this environment educators need tools to interpret 
ediicational^ programs to their communities and to 
legislators. Some of the needed tools are precise 
accounting terms that are easily understood* These 
topis e;iable educators to highlight the roafiy 
programs in a school system and to relate these 
programato tHpir costs. 

pefuviyve costs such as teachers' salaries are easy 
to undj^tand; however, they give only part of the 
financial picture. The other part is the acti>jity or 
program, comprised of objecrexf^mdimriMch as 
ttxtbooks and supplies. X^^ipse objects are' 
chased and are charged to the program tltc^y Sjervel* 
This procedure is known as accounting By pro*^ 
gram, program accoupting, or program mst 
. accounting, * 

Parallel to program accounting as a concept fs 
program budgeting, defined as a groupmg of pro- 
posed expenditures and^ticipated income ac'tord- 
ing to the series of activities or progf&m they are 
inte^^ded to support. When objects of expenditure 
are so grouped, they form a program expenditure 
budget. After expenditures have been made, they 
may be analyzed according to the same object 
classifications rused in the program budget to give a 
complete picture of the prograig as budgeted and 
as actually carried out. 

A program budget lists and summai^es what is 
needed to accomplish program aims. The number 
of teachers is determined, and their salaries are 
estimated, "^pxtbooks, supplies, equipment, and" 
other requirements are listed along witJi tJieir cost 
estimates. The total requirements constitute the 
program expenditure budget. This proQess pro- 
duces a list of objects of expenditure that is 




r 



meaningful to educators; nten^b^^SPW governing 
boards, legisflators^^and th^oirtnwnity,^^ 
varying degrees of refinement,' the prograij^budget- 
ing process es essentially -one. of listing thb^ objects 
needed to accomplish* tile program *s aims.- This" 
process is V^fesently used by school districts fpceiv^ 
ing categoricat:aid, , ' : 

This accounting manuaf pj:esqits a format for 
collecting and presenting a^a tl^can b.e i^d ia a 
variety of ways tojfjerve tliedijbatipnal purposes 
of school districts; and, the. state. Thg mjanual 
provides maximunu^texibiJity tb^'dlstri^s "liecause 
its object accounts can Jbte combined in a^iy number 
of ^ays to illumwale'lnany toerent kinds . of 
programs. The distfi^t^' defines its prograjfns arid the 
district decides ekactly'hiw olyect items 'are to be 
combined. Therefore,, the' accoufitmg raanoafc-pro- 
vides tlie flexibility to- budjget,. account fo/'and 
report tlte costs of whalfivet progtaims are operated 
in California school districts. 

^ Special Features of School A/ccotinting ^ 

Fundamental principles of ac^nfeng theory 
apply to govemjnental accounting, Jn^ludW public 
^ school ^ accounting, as well as to co^toercial 
accounting. The basic principles are as,fo1^ow§: 

Uniform nomenclature, adequate to satisfy tech- 
nical requirements vet understandskble to the 
layman, should be u^d. 

Data should be organized In a manner conducive 
to prompt and accurate jj-^ar^tion of reports 
and financial statements. 

A double entry set of accoijtnts should . be 



maint^ed on a ipodified caslv basis 



The acpountinj^? system should be organized in a 
*rtianner that* will facilitate dn efficient prepa- 
' ration ofjfxe periodic audit. \ 

> f ■ 



Iial 



for hofid redemption and interest^ and potential 
additional bonding capacity of the district* ^ 



RevetiM 



The records shoulcHfelp guarantee that expend!^ 
tuies will be flftle according to legislative, 
adnunjstrative» and governing board intent. 
Data s|iould <be organized to facilitate the 

preparation of future budgets. ^^^^^^^ Committee on Municipal' Account- 

The . special features of schoo^accounting ate ftig defines reveriue as **additions to assets which 
presented and discussed in this section- ^B^^ increase any UabiUty, nor represent the 

^ recovery of an expenditure, rior represent the 
cancellation of liabilities without a* correspondinig 



PUed Assets Records ' . " 

Althougn the fixdd assets of a school district 
have little bearing. on a district's solvency, records 
of fixed assets 4e.g., investments in land, ground 
improvements, ^buildings, and equipment) shall' be 
maintained in accordance with Education. Code 
Section 35168. The records provide basic informa- 
tion for adrhinistrative control and insurance 

* valuation.^ 

Fixed asset accounts should be charged with 
capital outlay expenditures from all funds either 
currently or by a summary entry at the end of each 
\fiscal year. At the same time, a reserve account 
entlued "Investment irl Fixed Assets" should be 
credited with a like amount. Fixed asset retire- 
nri^nts and^ adjustments are treated in a simi^ 

* manner by appropriate charges or credits to these 
accounts. 

t>epreci&tion records on fixed assets generally 
are not maintained in tax-supported agencies 
except in the Sialic utility type of agency. 
Memorandum depreciation records may be main- 
tained if desired to reflect future liability for fixed 
asset replacement- 

Lonfl-term Liabilities 

Tnf long-term financing of a government unit is 
different from privaHl enterprise in ^hat the bcpids 
issued by a business concern are usually secured, by 
the; fixed assets of the issuing conceijn. Govern- 
mei^l^al bonils are dependent for security upon the 
ability of the school district to raise money 
through taxation. 

^ Bonded debt accounts are maintained by the 
county auditor, and data are usually furnished the 

* school oiktrict annually regarding the ^budget 
requirements for the Bond Interest and Redemp- 
tion Fundy However, school districts should keep 
memorandum records of the boncle^ debt ii? order 

^to have at hand 'complete data regarding such 
indebtedne^ present and future tax requirements 
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increase in other liabilities or a ydecrease in assets/^ 
Furthermore, it notes that "revenue refers to an 
incre^ in the net resources or suiplus pf a^und/* 
The committee also poiijts^ out that not aU 
increases in title net resotirces of a particular fund 
"result in an increase in the net resources of the 
municipality as a whole, since , th6 resources of 
another fund may decrease correspondingly.*' 

Fund revenues are ordin^y classified as to 
sourjpe, such as federal subvention ^ state apportion- 
ments, or district taxes. 

' •> 

ExpdiRKtures 

Expenditures represent charges against appi^pri- 
ations. If the accounts are kept gn the accrual 
basis, the term expenditures 'includes total charges 
incurred, whether paid or unpaid. When the 
accounts are kept on a cash basis, the term rovers 
only the afctual cash disbursements. 

Appropriations ' 

^n appropriation is an allocation of funds, 
income, or estimated income made by tWe govern- 
ing board of the school district /for specific 
purposes, usually limited as to the time when it 
may be expended. 4 

Appropriations made by the governing board 
authorize the school district to spend cdrtain sums 
,of money for definite activities. An appropriation 
specifies ^in some detail the e^xact purposes for 
which expenditures may b/^ade, the amount to 
be spent, and the period bf time during which the 
"S^enditures are to be made. • 

Even though expenditures are carefully planned, 
changes in appropriations are sometimes necessary. 
Certain contingencies may arise that require addi- 
tional appropriations. A contingent reserve (Appro- 
priation for Contingencies) is provided from which 

the governing board may authorize transfers to 

\ • 

1 \ 
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activities for which insufficient funds were- pro- 
vided in the original appropriadon. 

Encumbrances N . 

In' order to k^ep commitments within the 
financial plan» obligations in the form of purchase 
orders or contracts that are to be met from an 
appropriation are recorded as a restriction of the 
appropriation balance. By this means the adminis-^ 
tration has a control to prevent the overexpendi- 
ture of an appropriation. ' ^ 

When encumbrances are , not formally entered 
against the appropriation account, it is possible to 
approve conmiitments that m^y exceed the^ 
amount allocated to the appropriation. The obliga- 
tions cease to be encimibrances when paid. 

. Fund Balance 

The term fund balance, with suitable qualifica- 
tion, is employed to denote the excess of assets 
over liabilities or, at other times, excess of re- 
sources over the sum o|^ obligations, reserves, and 
unencumbered appropriations. 

Funds 

The National Committee on Municipal Account- 
ing defines the term fund as a '*sum of money or 
other resources (gross or net) set aside for the 
purpose of carryirtg on specific activities or attain- 
ing certain objectives in accordance with special 
regulations, restrictions, or limitations an^l^ consti- 
tuting an independent fiscal and accounting 
entity.'*. Thus, the accounting struc^re of a fund 
may include all the usual general ledger accounts: 
e.fe,, assets, liabilities, fund balance, income, expen- 
ditures, appropriations, and encumbrances. The 
records may or may not be physically separated 
from other funds, but the fund <i^ill be a complete 
and separate entity yielding distinct financial 
reports. In a number of cases, specific expenditures 
may be legally made from two or more different 
funds. In a few instances, the law authorizes 
transfers from one fund to another by resolution 
of the governing board. 

Classification of Funds 

The number of kinds of funds authorized by-law 
may vary from time to time. In addition to the 



General Fund, some of the typical, funds useid by 
school districts are the Building Fund, State School 
Building Fund, and Cafeteria Fiind. However, 
taking into account the restrictions involved in 
each fund, the greatpr the number of furids, tlie 
more ngid the financial administration becomes. 
Therefore,"m the absence of legal requirements, the 
organizatiQnal unit should establish as few funds as 
ppssfble. 4 



Budget 

V The budget is a proposed plan of expenditure 
and the means of financing these expenditures, 
talcing into account the necessary legal require- 
ments. The annual financial knd budget reports are 
fiscal documents exhibiting^ actual income and 
expenditures of prior fiscal years, the proposed 
appropriations for'expenditures, and the proposed 
5purces of income to meet these appropriations for 
the succfeeding fiscal *year in every fund of the^ 
school district. 



Books of Original Entry 

Transactions of several kinds are recorded in 
documents such as apportionment notices, cash 
receipts, deposit recorHs, requisitions, purchase 
orders, warrants, and warrant registers. Thesa 
documents should be employed for direct or 
^mmarized posting to ledger accounts. They 
^ould indicate the accounts affected by acc.onnt^ 
name or number. 

Dqcupients that represent transactions of any 
one kind &nd that are numerous arid regularly 
recurring are usually recorded conse.cutively and 
chronologically in specialized regijters. These regis- 
ters are employed for the accumulation of totals of 
a number of similar transactions to reduce thtf 
^number of postings to general ledger accounts. 

Every accounting system needs a journal or 
system of journal vouchers, other tha^n^ special 
registers, for the first, formal Tfecording of those 
infrequent entries for which no other provision is 
made; e.g., opening, adjusting, and closina ^tries, 
and for posting, to .ledgers. Standard commercial 
forms are S^uitable in many cases. / 
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s 

Reporting 



V To meet thfe state's legal requirements govenjing 
the submittal of school district budget and finan- 
cial information, school districts must siibhiit two 
basic fiscal ceports at the end of each year-the 
Annual Financial and Budget Report, Form J-41, 
and the Suppleniental/Annual Financial Report, 
Form MIA. . ' ^ 

'I 

^ . Annual Financial and Bud^t Report 

The Annual Financial and Budget Report has 
three distinct sections: ( 1 ) Income by Sourfee^^ 
Expenditures by Object; and (3) E3(penditurts by 
Program. Each section shall contain data for the 
preceding fiscal year (actu;d)tTOe last completesd 
fiscal year (actual); jRlid the ensuing fiscal year 
(bUa^t). • 

1. ffncome by Source, The Income by Source 
section is used to itemiz40teginning Balance, 

' Income by Source, and Incoming Transfers. A 
sample reporting document is illustrated in 
Exhibit I-A.' / . 

2. Expenditures by Object. The Expenditure by 
Object section is used to itemize the various 
classifications of Expense,^ Other Outgo, and 
Ending Balance. A sample reporting docu- 

f ment is illustrated in Exhibit I-B,' 



\ 



3. Expenditures by Urogram. The Expenditures 
by Program section is usejl to summarize the 
costs of Instructional Programs, Support Pro- 
grams, Auxiliary Programs, and Other Outgo. 
A sample reporting document is illustrated in 
Exhibit I-C.' Program classification defini- 
tions are given in Exhibit I-D. ^ 

Supplemental Annual Financial Report 

The supplemental Annual. Financial Report,^' 
EjUlibit^-E, provides for a compreheAsive report 
which' di^l^ys the distribution of costs to all 
programs at the same time. This report also 
replaces vtoous separate reports pfeviously 
required. 

A Sample Program Budget form is given in 
Exhibit I-F. Districts will find the use pf\his form 
belpful in the development of costs for programs 
and special projects. When completed, the budg^ 
document should show projected expenditures by 
■ program or project and income by source of funds. 

Districts should use the preceding year's indirect 
cost rate in the development of the program or. 
project budget.^N 

'The actual Annual Financial and Budget Report document con- 
tains more specific information and instructions. 
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Exhibit l-A - Incorfte by Sourc%^ 



^ ANI^UAL FINANCIAL AND BUDGET REPORT 



Preceding 
fiscal year 
(Actual) 
CoL 1 



BEGINNING BALANCE, JULY 1 . . ^ 

Cash in County 'treasury * 

Cash in Bank(s) (E.C. 52613 or 52704 orUy) i 

Revolving Cash Fund (E.C. 42800-^2805. 42810)^ - ^ 

Cash Cbllections Awaiting Deposit-<j|^.C. 41001-41021) .\ 

investmenf^ <at cost; E^. 410155."./.. 

Accounts Receivable (reported on Form J-43-A) 

Stores ... A } 

. Prepaid Expense 

Other Current Assets 

'total CURRENT ASSETS _ 

Less: Current Liabilities and Deferred Income (reported on 

Form J-43) 

NET BEGINNING BALANCE (must agree with Ne% Ending 

■ ^"^a lance reported for prior year) 

Adjustments to Accounts Receivable ^ ^ 

Adjustments to Current Liabilities — 

ADJUSTED NET BEGINNING BALANCE ' 

INCOME BY SOURCE 
8100-8400 Federal Income 

&1 10 Maintenance and Operations (P.L. 81-874) 

8120 Veterans' Education ^ 

8130 School Construction (P.L. 81-815) 

8140 Education Professions Development Act 

{P.L. 90-35) 

^50 Economic Opportunity Act (P.L. 8^52) ' 

8160^ Elementary and Secondary Education Act «^ 

Ip.L. 89-10) • 

81 70 Comprehensive Employ m'ent and Training Act of 1973 

(P.L/93-2d3) 

8210 National Defense Education Act . . . . ^ 

a 8220 Child Nutrition Programs 

^ «8230 Manpower Development and Training Act ^ ^. 

of 1962 (P.U 87-415) 

8240 Vocational E_ducation Amendments of 

^ 1968 (P,L. 90-57§) 

• 8310 Forest Reserve Furtds : . . . 

8320 Flood Control Funds 

8330 U.S. Wildlife Reserve Funds c 

8480 "Miscellaneoul Funds" 

' 8490 Other Federal Income 

Subtotal _„ 

V 8500 Combined Federal and State Income 

8930 Children's Centej^s v 

8580 "Miscellaneous g&hds" 

8590 Other State and Federal Income — ^ 

Subtotal = 

^ . i 



' Last 
completed 
fiscal year 
, (Actual) 
. 190/. 2 



Ensaing 
fiscal year 
(But^t) 
Col. 3 



xxxx 
xxxx 
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8600 State Income 
8610 ^Principal Apportionment 
862(V Special Purpose Apportiorynent 

Special Allowances v- 

'Appoftionment for School Facilities 

Apportionment for Children's Centers . . 

Apportionment for Development Centers L 

Tax Relief Subventions \/ . . . . , V. 

"Miscellaneous Funds" .... * 

Other State income . I ... 



Preceding 
fiscal year 
(Actual) 
" Co/. / 



La^t^ . 

completed 
fisca/ year 
(Actual) 
Col. 2 

s 



Ensuing 
fiscal year 
(Budget) 
Col 3 



8630 
8640 
8650 
8660 
8670 
8680 
8690 



XXXX 



Subtotal 



8700 ^County Income 

8710 Community Colle^ Tuition Tax 
8720 Equalization Aid Offset Tax . . . 

8730 High School Tuition Tax 

8740 County School Tuition Fund . . 

8750 Contract Services 

8760 County School Building Aid . . . 

8780 "Miscellaneous Funds" 

8790 Other County Income 

Subtotal 




8800 
8810 
8820 
8830 
8840 



8850 
8860 
8870 
8880 
8890 



Local Income 

District Taxes^ 

City and County Taxes 

Area wide Taxes 

Sales 

Sale of Bo^ds 

Sale of Ecjiuipment and Supplies 
Sale of Land and Buildings . . . . 

Food Service Sales 

Sale of Publications 

Other Sales 

Rentals and Leases 

Interest 

Pees and Contracts 

"Miscellaneous Funds" 

Other Local Income 

Subtotal J ■ 



8841 
8842 
8843 
8844 
884S 
8849 



V 



■X- 



8900 Inconiing Transits 

10 Junior High School Tuition 

8920 Other Tuition 

8930 Interfund Transfers 

8990 Other Incoming Transfers , 
Subtotal 



TOTAL INCOME 



TOTAL, NET BEGINNING BALANCE 
AND INCOME . 



a— T7995 
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^hibit I B^ Ex 



nditures by Object 



ANNUAL FINANCIAL AND BUDGET REP6rT 



7' 



EXPEltolTURES BY OBJECT 
1000 x^rtificated Salaries 

p 100 iS^chers' Salaries 

.1200 Sc^ol Administrators' Salaries ...... ^ . . 

1300 Superviwrs' Salaries 

1400 "HdbrariansC Salaries 

1500 Guidance, Welfare, and Attendance Per^nnel 
Salaries y ....... 

1600 Physical and Mental Health Personnel Salaries . . . 

1700 Superintendents' Salaries 

1800 (\her Certificated Salaries of District and County 

linistrative Personnel 

1900 Other Oaclificdted Salaries 

Subtotal 



Preceding 
fiscal year 
(Actual) 



Last 
completed 
fiscal yeaf', 
(Actual) 
Col. 2 



Ensuing 
fiscal year^ 
(Budget) 
Col. 3 



2000 Classified Salaries 
2100 Instructional Aides for Direct Teaching Assistamie 

Salaries''^ t -^-c. 

2200 Classified Salaries of County Superintendents' Offices 

arid District Adminstrative Personnel 

2300 Qlerical and Other Office Personnel Salaries 

2400 < Maintenance and Operations Personnel Salaries «rrr77 

2506' Food Service Personr\el Salaries 

2600 Trfinsportation Personnel Salaries 

2900 Other Classified Salaries 

Subtotal 



3200 
3300 
3400 



3000 Employee Benefits 

3100 State Teachers' Retirement System Fund 

Public Employees' Retirement Fund 

Old Age. Survivors, Disabitity, and Health Insurance 

Health and Welfare Benefits 

3410 Health and Welfare Benefits for Teac>iers and 

Instructional Aides .\ . ! . . . . 

3420 Health and Welfare Benefits for All Other 

Employees . . ^ 

State Unemployment Insurance 

3510 Unemployment Insurdtice for Instructional 

Aides 

3520 Unemployment Insurance for All Other 

Employees 

Workers' Compensation Insurance 

Other Benefits . 

Subtotal 



-J- 



3500 



3600 
3900 



4000 Books, SuppKes, and Equipment Replacement 

4100 Textbooks - ^ a^.^ 

4200 Other Books . . T. . ; 



3; 



J 
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4000 . pookt. Supplier, and Equipment R^placjlment (Continued) 
4300 Instructionaf Mat^ri^ls and Supplies . . , . 

* 4400 * instructional Media Materials and Supplies 

4500 ' Other Stippl lbs ^ 

^600 Pupil Transportation Supplies 

Food Services - • 
^-._^710 F«t)d sC> •? 

• 4720 Meals for Needy Pupils . . , 

^ 4790 Other - : . . . . 

4800 Equipment Replacement i . . . . 

Subtotal 

)/5d00 Contracted Services and Other (S|)Yating Expenses 

5100 <^ontracte for Personal Services 

52Q0 Travel and Conference Expense 

5^00 Dues and Memberships p 

"0 Insurance / 

5410 Vire and Theft 

5420 Liability Insurance .... 

'5430 Fidelity Bond Pi^emiums 

f 5440 Pupil Insurance 

5^0(1 Utilities and Housekeeping Services 

5600* Contracts, Rents, and Leases 

5700 Legal, Election, and Audit Expenses ^ . 

5800 Expense for Administrative Districtwide Operation 

• and Other Services 

Subtotal 

6000 Sites, Buildings, Books and Media, and Equipment 

6100 Sites and Imprpvement of Sites 

6200 Buildings and Improvement of Buildings 

6300 Books and Media for New or Expanded School 

Libraries 

6310 Library Books 

6320 Library Materials 

6400 Equipment 

6410 Audiovisual Equipment , 

6420 Library Equipment t . . . . . 

6430 Food Service Equipment 

6440 Pupil Transportation Equipment 

^490 All Other Equipment . . r . . , 

Subtotal 

T^<AL EXPENDITURES (1000-6000) 

•v" 

7000 Other Outgo J 
7100 Debt Service 

7110 Annual Repayrnent on Account of Public 

School Buildiiftg Apportionment , 



Exhibit 17B (Continued) « , 

1^7100 ^ Debt Service (Ccntinued^ 

7J20 Annuar Repayment on Account of State f 

f School Buildmg Apportionment \^ 

% 7130 Bond Redemption 

7140 Bond Interest and Other St&rvice Charges 

'7150 Repayment of State School BuMding Fund 
Aid by W^crant tP the State Treasurer for 

* Bond Sale$ ^ ; y . , i ! 

\ 7 1 60 Payment to .Qi[idii?a| vDrsthct for Acqu isition 

of f ro^^^^^V; • 0 ^ .\ 

7190 Crthfir;p3Xalj9i|}s!^^ . ^r. ........... 

7200 Outgoing Tranitw/ 'V^^ ^ > ^ 

7210 Juniof High iSchbof Tuition for trades Seven 

^ and Elgh^k .'V . , * : . . . *. . . M^^r - • 

7220 Tuition pnder mterdistrict att^hdaiic^^^^ 
agreements fbr gehjeral or spieci^b ^ 
./^ns^MGtipnaj^^ including * 

* - ^^jtyjf^^ for designated pupils 

72^,' -B^ijii^bn provided in sr tuberculosis or polio ^ 
>^ wl^r^^ or sanatorium maintained 

, ' by-S county or group of counties 

7240/ TuitioVi and transportation offChildr^n 

attending classes for physically handicapped, 
educationally hlndic^ipped, multiple handi- 
^ capped, ahd mentallytrefarded maintained 

by a county superintendent of schools 

and/or other school diVtricts 

7250 Tuition paid for currerft expenses to 

regional occupational centers or programs 
operated by other school districts, county 
superintendents of schools offices, and 
regional occupational cent&rs operated 

under afbint powers agceement , 

7260 Tuition paid to rafiionarocSfcupational centers 
or ^ional occupational programs for capital 

« outlay expense only 

7270 Tuition paid for nonimmigrant children, ^ 
noncitizen children, and children residing in 

foster homes and children's institutions 

7280 Tuition paid for the education of exceptional 
children for whom no appropriate special 
education facilities and services are 

available or can be provided 

7290 Other Tuition 

7300 Interfund Transfers 

7310 From the General Fund to the Child 

Development Fund ^d the Development\^ 

Centers for Handicapped Pupils Fund 

7320 Between the General Fund and the Special 
Reserve Fund 

ERIC > 



Precectfng 
fiacal year 
(Actual) 

ObLI 



J 



completed 
fiscal year 
(Actual) 
^ CoL2 



^^nsufng 
fiscal year 
(Bu(fyet) 
Col. 3 
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7300 



7400 



^ 7900 



Interfund Transfers (Continued) 
7390 To the Put^lic SchojSl Bfl^ding Fund or to the 
State School Bgilding Fund ^rom all oi|^er 
^urKf$ of the district, any monies of the 
district which are required to be expended^ 
for the project for which such apportion- 
ment was mad6 

From the Bond Interest and Redemption funds. 



7340 



after all principal and interest payments have 
been made, to the General Fund 



Precedihg 
fiscal year 
(Actual) 
Col, 1 ^ 



Last^ 
completed 
fjscal year 
(Actual) 
CoL 2 



1 



Ensuing 
fiscal year 
(Budget) 
CoL 3 



7390 Other authorized interfund traTisfers 

Other Transfers |, 

7410 Transfers from funds of lapsed or reorganized 

school districts to another school district .... 
7420 Transfers to the County School Service Fund 

for the education of mentaHy retarded iff 

minors , 

7430 Transfers to the County School 

Service Fund for special education students . . 

Appropriation for Contingencies 

Subtotal ^ 



XXXX 



XXXX 



TOTAL EXPENDITURES, OTHER OUTGO. AND 
APPROPRIATION FOR CONTINGENCIES 



ENDING BALANCE, JUNE.30 

1. Cash in County Treasury . . 

2. Cash in Bank(s) 

3. Revolving^ash Fund 

4. (^sh Collections Awaiting Deposit 
51 Investments (at cost) 

6. Accounts Receivable 

7. Stores . 

8. Prepaid Expense 

9. Other Current Assets 

10. General Reserve, June 30 . . . . ^ . . 



XXXX 



XXXX 



TOTAL CUR RENT ASSETS 

■ Less Current Liabilities (reported on Form J-43) 



NET ENDING BALANCE 



TOTAL EXPENDITURES, OTHER OUTGO, AND 
APPROPRIATION FOR CONTINGENCIES PLUS 
NET ENDING BALANCE 
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^hibit f% — Expenditures by Program 



■a 




INSTRUCTIONAL PROGRAMS 
^r/eral Educatipn: 



ANNUAL flNXNiCiAL AND BUDGET RE^ 



Preceding 
fiscal ye^ 
(Actual) 
• CoL 1 t 



Last 
completed 
fiscal year 
(ActualK 
CoL 2 



Bffsuing 
fiscal year i 
(Budget) 

-Co/. 3 ^ ' 



Preformal 

Elementary ^. 

SecQpdary I 

Regional Occupational Centers or Programs 

Adult ■ . ; ; 



Total General Eclucation \ . .y. . 

Total Special Ed'ucationV// 

TOTAL INSTRUGTIONAL PRpGR/i^|, • : • 

SUPPORT SERVICE PROGRAMS (DISTRICT TOTALS) 

Special Projects^ (Federal and^&tate Categorical Aid 

Programs) , * . . . 

Instructional Support: 

Instructional Administration \ . , 

Instructional Media . . . , 

School Administration " , 




' Total Instructional Support 

Pupil Services . 

General Support: 

District and County Superintendents Administration 

Maintenance .\ ... 

Operations ^ . . . . 

Transportation ^. 

Total General Support ^ 



TOTAL SUPPORT SERVICE EJ^OGRAMS 

AUXILIARY PROGRAK/IS 

Community Services 



Food Services ... * 

Facility Acquisition and Cbnstruction- 

TOTAL AUXILIARY PROGRAMS , 



TOTAL INSTRUCTIONAL PROGRAMS, SUPPORT 
SERVICE PROGRAMS, AND AUXILIARY 
PROGRAMS r . . 



ERLC 



20 . 



■ • / ■ ^ %■ 

OTHEfT OUTGO ^ , " • 

Tuitioif.. V ^J!" 

All Other Outgo 

TOTAL OTHER OUTGO 

Apbropriation For Contingencies - 

Net Ending Balances \ . .\ 

GRANdVt^AL, ^PENDITURES for INSTRUCTIONAL 
PROGRAMS, strt^PORT SERVICE PROGRAMS, 
AUXILIARY PROGRAMS, OTHER QUTGO, AND NET 
ENDING BALANCES^. 



/ ■ 



Exhil/k l-CiContinued) 



Preceding " 
fiscafyear 
(Actual) ^ 



^ Last 
complete(0 
fiseaf year 
(Aktua/) 





xxxx-^ \ 



xxxx 



suing 



fiscal year 
(Budget) ' ^ 
Col. 3- 
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Exhibit I D 



PROGr)[m CLikSSIFICAHON DEpfNITIONS 



The following definitions are^applicabl§ to the 
program categories shown in Exjiibit UC: ^ 



I nstructiona I Programs 

General Education. The general educatiori in- 
structional programs include prefoitnal, elemerv^ 
tary, secondary, regional occupatiohal centers or 
programs, and^adult education. 

,General education' instructional pro-ams are 
instructional activities designed primarily Vo pre- 
pare pypfttf for the common activities as cift«wj»r^ 
including occupational preparation. Direct instruc- 
tional program charges include salaries of teachers, 
including aijnounts paid for chairing an academic 
departmentr^^es' salaries; employee benefits; 
textbooks; ^rtrTsfji^ctional supplies;- equipment 
• replacement on a'P^iece-for-piece basis; and new 
equipment. 

Examples of services excluded as direct charges ^ 
to instructional programs ap?|||Bjiaintenance of 
equijpment (to be/' charged to the maintenance 
program ^; field tripis (to^^be charged to the trans- 
portation program); and^custodial services, utilities, 
and so forth (to\ be '^^charged to the^.operations 
program). . , . , 

For exceptions to these exampl^, see the 
discussion under Special Projects in this section. 

Special Education. Special education instruc- 
tional programs are direfct instructional activities 
designed primaril% to deal with' special pupil 
characteristics of an exceptional nature. The activ- 
ities ace the same as for general education. 

Transportation of special education pupils is to 
be a direct charge to the transportation program 
and subsequently transferred to the appropriate 
special education program as a direct support cost. 



Life or Grade Span » 

Preformal means those 



programs and services 
provided b(y the district for children of prekinder- 
garten age. 

Elementary means those programs and services 
provided for pupils enrolled in kindergarten 
through grade six or kindergarten through grade 
eight in unified districts, and kindergarten through 
gradtf eight in elementary districts. 



means those programs afid services 
provi^d ffor pupils in grades^Keyen through t^velve 
or n^n^ through twelv^ in unifijed di$tricts,>§rades 
nine through tweive-in high school districts, or " 
grades seven through twelve in high school districts 
marmaining jynior high schools. 
^ Regional^ dccupatiorrel cente^ or programs 
(RO^/ROP) means thpse vocational or technical 
training programs and services provided as defined"^ 
in Education Code sections 52300—52330 gnd 
California Administrative Code, Title 5, Education, 
sections 1 1 500—1 1 508. 

Adult means those programs^ and services pro- 
vided for adults, as defined in Education Code 
Section 52610 and California Administrative Code, 
Title 5, Educat(on, sections 1050(^10591. 

Support Service Programs ^ 
Special Projects 

Special projects are projects and programs that 
may hwve their own project directors; are approved 
and funded by state, federal, private agencies 
and require special project budgets and audits; and 
may require financial reports. They usually are 
entirely i(i support of^an instructional program or 
another support program. Direct charges shall be 
made to a special project when the expenditt^e 
classification has been expressly funded by the 
donor. 

The charging of donor-authorized costs directly 
to special projects means that^he district may 
never have available the total expenditures made 
from all funds for various support items such as 
administration, pupil se^/ices, operation, main- 
tenance, transportation, and so forth. Although it ^ 
is not required for state reporting, the distrTO 
should display at the end of the fiscal year the 
total expenditures in each of these support 
categories by summarizing the expenditures made 
* from general support and categorical aid support; 
this activity would be most helpful for local 
management purposes. 

Special projects include, but are not limited to, 
the followmg programs: 

1. ^arly Childhood Education 



EKLC 



«2 



4. 

5. 
6. 
7. 



8. 



10. 



2, American Mndian Early Childhoo(!(" Edu- 
cation ' ' 

3. EducatW>nally Disadvantagee'* Youth Pra- 
. \ar?ms ST • \ - 
Miller-Unruh Basi(^,ReBding Act 
Bilirigual-Bicultural .Edi^Gation ^ 
Vocational Education 

Eiementarv and Secondary Education Act, 
Title I (Regular; Neglected and Delin 
quent) 

Elementart^ and Secondary Education Act, 

Title IV-B ^ 7 ' 

Elementary and^Sscondary Education Act, , 
Title IV-C \ ' 

Elementary and Secondary Education Act, 
Title VI 

11, ^mprehensive Employment and Training 
Act 

V 

Instructional Support a: 

Certificated or classified eqr^ployees aligned to 
instructional support programs may not t?e classi- 
fied as teadhers or instructional aides. , 

Instructional Administration, Instructional ad- 
ministraticHT is the area of responsibility for the 
improvement of teaching througi) a program of 
leadership, guidance, and assistance to aid teaching 
staff and to improve curriculXjm and curriculum, 
materials used by teachers. It consists of super- 
^ vising instrtiction, developing and improving cur- 
ricula and curriculuVi materials, guiding teachers in 
the use of instructioVial materials, administering 
sabbatical leave, providing for inservice training, 
and so forth. 

Normal direct charges to this program are 
» director(s) or supervisor(s) of elementary and/or 
secondary instruction or curriculum laboratories/ 
clerks, employee benefits, consultants for inservice 
training, instructional supplies, office Sdpplies, 
travel and conference expenses for assign^ld person- 
nel, equipment replacement, and new ^jqiJipment. 

Expenses for those activities that baVe as their 
purpose overall general administrative responsi- 
Bility for the entire school district^ or county 
superintendent's off ice are not charge^ here. These 
^xpenses shall be charged to the district administra- 
tion program. 

Instructional Media. Instructional media is the 
program area consisting df those activities whose 
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purpose is provide resources to support instruc- 
tion for a s^q^ or a school district. IVicluded in 
this category are th^ following: 

• ^ ^ ' * 

School Library and Audiovisual, A school 

library and audiovisual program includes respon- 
sibility for organizing and mai^aging library 
books and preparing, caring for, and makingj 
ayarlai>le audiovisual equipment/ materiaj$,[ 
scripts, and other aids to teaching and learning 
that have special appeal to sight and hearing. 
Activities include ordering, cataloging, process? 
•■j^J, ing, and circulating books and audiovisual 
i^ijnaterials and equipment; planning for the use of 
' 4lie library by teachers and pupils; selecting 
^ /books and audiovisual materials; participating in 
\ faculty planning fdr the use or books aind 
^Audiovisual materials; and gutding teachers and 
pupils in the use of the^tibrary. ^ 

Educational Television, An educational tele- 
vision progrp^r^^^consists of - such activities as' 
^writing, programrnTng, and directing educational 
television programs as a part of the instructional 
program of the school or district. 

Computer Assistance ^n Instruction, Com- 
puter assistance in instruction for ^school or a 
school district consists of such activities as' 
writing, programming, and directing ongoing 
computer-based instructional programs and 
instructional managerrt^ent information pro- 
grams. 




structional media pro- 
librarians, library 
sonnel involved in 
directing ongoing 
mputer-based instruct 
nef^its; library books, 
placed in the district; 



Direct charges to th^ 
gram shall' include sal 
clerks, audiovisual per 
writing, programmi 
eMktpeiional television 
tional programs; emp 
regardless of where 
audiovisual equipment and materials; and library 
ecjuipment. , 

Textbopks are^^*7?6t charged here; they are 
charged lo the appropriate instructional program. 

Comput&r assisted instructional activities of an 
experimental nature are not charged here; they are 
charged to instructional administration. 

School Administration, School administration 
constitutes those activities that have as their 
purpose overall administrative responsibility ^or a 
single school or several schools (but not a district). 



Exhibit I D (Continued) 



It consists of tliii-^aetivities performed by the 
^incipal, assis}:ant principals, and other assistants 
in the genefaL supervisioh^f all operations of the 
school; evaliiettion of the" staff members of the 
' schoojj^jassignment of duties of staff members^^"^ 
supervision of the records of school; coordina- 
tion of school instructionaK?K;tivities with instru9- 
tionat activities of the scho^i-^istriat; and so forth. 

Vupi^ Service^ i ^ f " ^ 

Attendance. Attendance includes thOse activities 
that pj'omote and improve school attenHance of 
pupiis. Attendance services consist of such activ- 
ities cis early identification of patterns of nonatten- 
dance, promQtion of positive pupil and parsRt 
attftudes toward attendance, analysis of causes of 
nonattentfance, early action on problems of nbn- 
attendance; and enforcement of compulsory atten- 
dance laws. Th^ mechanics of at^ndance recording 
and reporting on a districtwide^iasis is charged to 
the district administration program. 

We/fa.re. y^elfare incmdes those activities that 
assist in the prevention i^rsplution of the personal, 
social, and emotional problems of pupils involving 
family, school, and community relationships when 
such problems have a bearing upon the quality of 
the schoolwork of pupils. It consists of such 
professional services as diagnosing the problems of 
pupils arising out of the home, school, or 
community; undertaking casework services for the 
child or parent or both; interpreting these prob- 
lems of pupils'" for other staff^^l^Tfifnbers; and 
promoting modification of the circumstances 
surroundrng the individual pupil that are related t<5 
his or her problem insofar as the resources of .the 
family, school, and community can be brought to 
bear on the problem. These activities are usually 
assigned to such staff members as school social 
workers, visiting teachers, or directors of school 
social work. Programs providing wearing apparel 
for children are included here. 

Guidahce. Guidance includes those activities 
that help pupils assess and understand th^ir abil- 
ities, aptitudes, interests, environmental factors, 
and educational needs; assist pupils in understand- 
ing educational and b^rel^r opportunities; and aid 
pupils in making optimum use of\ educational and 
career opportunities through theyormulation of 
realistic glials. Guidance includes such activities as 



counseling pupils and parents, evaluating the abil- 
ities of pupils, assisting pupils to m'^ake their own 
educational and care^^&jansjalld choices, ass^ting'^ 
pui^tts in persoaaH^alW social adju^tmen^iyand 
working with other staff members in pljanni^Jj^d 
c^ducting guidance programs. Guidance ak 
includes administering psychological tests and 
managing and planning a program of psych alogic|iL 
services for the school systems ^ 

Counseling, Counseling covers \those actiyities 
that supplement the school system reservoir of 
information ' identifying the individuality of eacfi^ 
pupil, his or her capacities; achievements, interests, 
potentialities, and needs; study the individual pupil 
experiencing ^cute problems of educational devel- 
opment to famish diagnostic information; and 
suggest programs concerning the psychological 
aspects of ttjese problems. 

Health. Health covers th ostf ^activities that pro- 
vide physical and mental services not directly 
instAjctional, such as medical, dental, psychiatric, 
and nursing services. ^ 

Direct charges to the pupil servlWs projgfam shall 
include salaries of counselors, attendance officers, 
psychologists, nurses, physicians, psychiatrists, and 
other personnel authorized in the field of physical 
and mental health who are employees of the 
district; salaries of secretaries ancf clerks; employee 
benefits; office, medical, dental, and fir« .aid, 
supplies; travel and Qonference expenses for per- 
sonnel employed Jn pupil services; contractual 
services of personnel who are not op the payroll of 
^the district; and so forth. „ \ , 

G^eneral Support 

Administration by the Office of the County 
Superintendent and the District. Those activities 
that have as their purpose overall general adminis- 
trative responsibility for the entire county super- 
intendent's office or school district are classed as 
county /district administration. Administration 
consists of tj^e activities performed by the county 
board of education, the school district governing 
board, and the superintendent and his or her staff, 
such as deputy, associate, area, and assistant 
superintendents; business managers; personnel 
direjiprs; and directors of pupil services for the 
gen^Hff direction and management of all affairs of 
the school district. 
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Direct charges to this progranrt shall also include 
salaries of administrative secretaries and clerks and 
accounting and purchasing personnel; enrtplpyee 
benefits for aft employees ip ^his pfograrn; non- 
in§tructional data processing services;,duplicating 
.and- reprod^t[gn services; :)<3j^pendiNi»3es for all 
insurance (otner than ifisurariciQ pf a direct-cost 7 
type for employee benefft?— o^^t classification 
3000); and pew equipment. The cost of attendance 
recording aricj^ reporting on a districtwide basis ^ 
cuso ci^arged tq^^this^program:^ ^ / 

4^ Maintenance. Maintenance includes those activ- 
ities that are required to repair, restore, or renovate ^ 
school property, including grouhds, buildings, and 
equipment. 

Includfed as charges to this program are salaries 
and employee benefits for directors and supervisors 
of maintenance, carpenters, painters, electricians, 
plumbers, and the like; necessary materials and 
supplies; rental and replacement of maintenance 
equipment; and contracts fol^ repair, restoration, or 
renovation of the grounds! buildings, or equip- 
^ ment, including regrading sites; repairing retaining 
walls, walks, driveways, sprinkler systems, and 
playground apparatus or equipment; reseedibg 
lawns; repainting; repairing or replacing roofs, 
walls, heating and air conditioning "units, and 
electri<^al and plumbing installations; repairing 
building fixtures; resurfacing and refinishing floors; 
moving movable walls or partitions; and repairing 
equipment—instructional and nohinstructional. 

ExampleVof items to be excluded are materials 
which must be replaced frequently, sQch as light 
^bulbs and fluortescer^t tubes, fuses, and so forth. 
These items mul^tvbe charged to the operations 
program, 

/Changes of ^ai^itions (nonmovabie jVpe), walls, 
and roof structures should be cl)^ged to the 
facilities acquisition and construction program/ 

Opera f/OA75. ' Operations are thbsfe ho^keeping 
activities concerned with keeping tine physical 
plant open and ready for use. Included are cjeaning 
arja disinfecting; heating and lighting- communica- 
tions; maintenance of power; movLog of furniture; 
caring for grounds; garbage and trash disposal; 
laundry and drycleaning service, including the 
rental df towels; rental of equipment such as floor 
polishers; soft wdter service; and suchiotfTer house- 



\ 



kefeping activities as arp- repeated sdrfiewh^t^ fpgu 
laHy on a daily, weeidy, monthly, or seasonal bjpsis. 
laries and the employee benems to be charged 
|i1s program include those jof directors and 

ians, guards, 
gators, truck 
jrSonneL ,and 
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^BSS^\sor^ ^ of operations, c^itdd 
^Plirdeners, telepb(^f siJ^itchboar^ 
drivers, dperatioKs clerks, security 
the like. 

SuppI ies r)or,|TiailY * char§^^t^ •^fcF ^ program 
include ' brooms, ' brushes, disinfectants, fus6s^. 
g^bage^c^ns, light bulbs and fluorescent tubes, 
mops, wax, soap, toilet paper, towels, outdoor 
\ flags, weed killers, fertilfeers/and-so forth. 

1 Transportation, Transportation means the con- 
veying of pupils to and from school activities, 
\either between home and school or on trips to 
school activities. 

Direct charges tathe transportafion services pro- 
gram shall includ6\alaries and the Respective em- 
ployee 'benefits for directors and supervisors, bus 
drivers, clerks, and mechanics; gas, B^, tires, and 
\ supplies for the repair and maintenance of the buses; 
pontracts for outside repair; contracts with individ- 
lials, othj^r districts, or firms for transporting 
pupils; rental of bhsos; replacement of buses; and 
the purchase of nejjkequipment, including buses. 
Repair and maintenance of other district owned 
* vehicles shall be a direct charge to the. maintenance 
^program. 



Auxiliary Programs 

Community Services. Community sq 
those activities that have as thei^ 




ices>8re 
purpose 
her activ- 



community and schooh recreation 
ities authorized by the Civic Cent^eTAct (Education 
Code Sectidn 40040 et seq.), the Community 
Recreation Act (Education Code Section. 10900 et 
seq.), and Duty-free Lunch Periods for Teachers 
(EthjcatlonCode sections 44813 anci 44^14). 

Salaries and employee benefits fon playground 
directors, noon supervisors, clerks,, and* other 
instructional or i^reatiorral personnel a^d the 
necessary expendilLres to conduct activities under 
^hese acts are recorded as direct charges to this 
progr^am, ^ 

Food Sen/ices. Food services includes manage- 
ment of the food services program of the school or 
school district, including the preparation and serv- 
ing of regular and incidental meals, lijnches, or 
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Exhibit I D (Continued) ^ ^ 

; snacks in connection with seho3l a^tivitil^and the 
ddlivery of food. ' v J ^ . ^ 

Direct charges to this pro^^r^m shall include l 
salaries and the respective en^toyee benefits for 
directors and supers?'isors, manors, cooks, helpers, ^ 

|f bookkeepers, and clerks; food; meals for needy 
pupils; operating supplies; replacement of eqinp- 
ment; costs of vehicles used in the delivery of food 
to various l^afions; and additional equipment 
purchased for centralized services. ^ 

Facilities Acquisition and Construction. Facil- 
ities acquisition ,gnd construction includes the 
acquisition of land afTd buildings; major remodeling 
of buildings; construction of buildings and addi- 
tions to buildings; initial installation or extension 
of service systems and other built-in equipment; 
initial improvements to sites; and books and 
equipment for new buildings. 

The salaries and other expenses of school district 
employees assigned specifically to facilities acquisi- 
tion and iionstruction, or architects, engineers, and 
contractors hired for capital improvement projects 
are recordad in this program. 

Expendi^u/es for all repairs to building struc- 
tures (except repairs that add to existing facilities) 
are recorded in the maintenance program. 

As a general guide concerning repairs to building 
structures, if changes of partitions ^(nonmovable 
type), the roof structure, or walls are not involved, 
the expenditures are recorded in the maintenance 
program; if such changes are involved, th^e expendi- 
tures ar^ recorded in the facilities acquisition and 
construction program. Expenditures for the initial 
installation and extension of service systems and 
other buil^n fixtures in existing buildings are 
recorded irv the facilities acquisition and construc- 
tion program, and expenditures for repairs and 
replacements of service systems and other built-. 



/ 



are recorded ih the 




ain^tenance pfo- 



in fixture 
gffim. 

Expendituj^es Jor nonconsum^ble articles gener- 
ally classified ais supplies,, but necessary to^tartor 
matefiaHy expand tt^e equippifig of a school; class-^ 
rodm, a Specified area other than a classrQom, <3r 
another facility shall be Charged as equipment to 
t|je facilities accjujsition and construction program. 
Example! are small tools, dishes, utensils, petlcil 
sharpeners, staplers, and library b opks^^ ^ ^ 

Other Outgo 



Ac 



^ \Debt Service, Debt service consists of expendi- 
tijires for the retirement of debt and for interest on 
debt, fexcept principal and Interest on current loans 
(money borrowed and repaki during the same 
year). ' , 

Outgoing Tuition. Outgoing tuition Is tuition for 
junior high school, tuition for mstruction under 
interdistrict attendance agreements, . tuition for 
regional occupational centers and programs, and 
other tuition- 

Interfund Transfers. Interfund transfers consist 
of various transfers from the General Fund to 
various othef funds and from t|>e various fto^^ 
the General Fund. 

Appropriation for Contingencies. Appropriation 
fok"* contingencies is that portion of the cujrrent 
fiscal year's appropriation thjat is not designated* 
foit any specific jiurpose but is held subject to 
intrabudget transfers. " . 

Site pr Operational Unit 

• Instructional ^nd isupport programs may be 
identified by school site, location; or operational 
unit in-order to provide additional management 
information relative to the total operation of a 
district. i 



NORMAL OBJECT CLASSIFICATION OF EXPENDITURES BY MAJOR PI^OGRAM FUNCTIONS 



Objectby program 



Initructlonal 
progmm 

, mi 
tpeckl 



Special 
projects 



Support lervice progrann 




Initructlonal lupport 



InstructM 
idfnifilttntlofi 



Immtionil 



School , 



Pupil servicei 



Amikml 



Guidmi/ 
coumling 



3100 
3200 
3300 
3410 
3420 
3510 
3520 
3600 



1000 CirtificitidPlnonnilSilirlii 

1100 ' Teachers' Salaries ' 

1200 School Administrators' Salaries 

1300 Supervisors' Salaries 

1400 Librarians' Claries 

1500 Guidance, Welfare, and Attendance Personnel 

Salaries ( 

1600 Physical and Mental Health Personnel Salaries , 

1700 Superintendents' Salario 

1800 Other Certificated Salaries-Administrative 

Office Personnel 

1900 Other Certificated Personnel Salaries-Various 

Functions 



2000 ClanKied Personnel Salariai 



2100 Instructional Aides 

2200 Classified Salarfts-County Superintendents' 

Offices and District Administrative Personnel 

2300 Clerical and Other Office Personnel Salaries . . . 

2400 Maintenance and Operations Personnel Salaries 

2500 Food Service Personnel Salaries 

2600 Transportation Penonnel Salaries 

2900 Classified Personnel Salaries-Other 



3000 EmployN Bentfiti 



State Teachers' Retirement System Fund 

PutilicEmployees' Retireoient System Fund . . r. . 

OA&MS 

Health and Welfare Benefits-Teachers and Aides . . 
Health and Welfare Benef its-AII Other Employe^f 
Unemployment Insuranca-Teachersand Aides . , . 
Unemployment Insurance-All 0\hr M^\fv , 
Workers' Compen^pt'cr \m'^'^r* 
Other B»n»fitc 
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X 
X 
X 
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NORMAL OBJECT CLASSIFICATION. OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS 



Object by program 



Instructional 
prograrttt 

and 

9duc9tionl 



Support service prograirv 



Special 
projects 



Instructional support 



IfhmtionsI 
Bdministrstion 



Instmtml 
mediB 



School 
administrBtion 



1 ' -V"* r- 

Pupil services 



7 



Amndaml 

welfsre 
^ 



Guidance/ 
counseling 



Health 



4000 Bool(i,Suppliai,aMEquipmtnt 
Rapladmint 

4100 Textbooks 

4200 Other Books 

4300 histructiona! Supplies 

4410 Initructional Media Materials 

4420 Instructional Media Supplies 

4500 Other Supplies ........ ^ 

4600 Pupil Transportation Supplies 

4710 Food Services-Food 

4720 Food Services-Meals for Needy Pupils 

4790 Other Food Services Supplies 

4800 Equipment Replacement 



6000 CorttnctidServimandOthif 
Operating Expense 

51 00 Personal Services-Consultants, Lecturers, 

and Others 

5200 Travel and Conference Expense 

530Cl Dyes and Memberships 

5410 Insurance-All, Including Pupil Insurance . 

5500 Utilities and Housekeeping Services ..... 

5600 Contracts, Rents, and Leases 

5700 Legal, Election, and Audit Expense .... 

5800 Other Services and EKpenses-Administrative 

6000 Sites, Buildings, fiooki and Media, 
and New Equipment 

6100 hfew Sites and Improvement of Sites 

6200 New Buildings and Improvement of Buildings 

6310 Books for New or Expanded Libraries , . 

6320 Media for New or Expanded Libraries . . 

6410 Audiovisual Equipment 

6420 . Library Equipment 

6430 Food Service Equipment 

6440 Pupil Transportation Equipment 

6490 All Other Equipment 
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X 
X 
X 
X 
X 

X 
X 
X 
X 



0 

0 
3 
ti 
3 
C 



1 ' 







Support service progranfis 






7 






r 


Genera] support 


' Auxiliary programs 


1 






Dhtrict/ 












FsfiHtks 








county 












Kquisltion 








wpsrintendents 


Mmte- 




Tms* 


Comunity 


'Food 


and 


Other 




Object by program 


adminiitFation 


mnce 


Qpent'ms 


portBtion 




4— - 


construction 


outgo 


1000 


, — ; 

C«rtif icatad Psnonml Salaries 












/, 






1100 


JeacUs' Salaries 


















1200 


School Administrators' Salaries . 
















• 


1300 


Supervisors' Salaries < \,, 


X 
















1400 


Librarians' Salaries 


V 
















1500 


Guidance", Welfare, and Attendance Personnel \ 




















Salaries ; 


\ 
















1600 


Physical and Mental Health Personnel Salaries 


















i70O 


Superintendents' Salaries 


X 


% 

V 














1800 


Other Certificated'Salaries-AdministrativB 




















Office Personnel ; 


X 








X 








1900 


Other Certificated Personnel Salaries-Various 




















Functions 








V 










onnn 
Em 


Ctasiitled Penonnel Salarin 






• 












2100 


Instructional Aides 
















i 


2200 


Classified Salaries-County Superintendents' 




















Offices and District Administrative Personpel 


X 


X 


X 


X 




X 






2300 


Clerical and Other Office Personhel Salaries / 


X 


X 


X 


' . X 


X 


X 1 






240O 


Maintenance and Operations Personnel Salaries 




X 


X 








X 




cm 


Food Service Personnel Salaries 












X 






260O 


Transportation Personnel Salaries 








X 








2900 


Classified Personnel Salaries-Other 


X 


X 


X 


X 


X 




X 




4AAA 

3000 


Employee Benefits 


















3100 


State Teachers' Betirement System Fund 


Y. 

A 








V 
A 


V 
A 






32Cto 


Public Employees' Retirement System Fund 


y 

A 


y 

A 


y 

A 


V 
A 


V 
A 


v 
A 


X 




3300 


OAS.D.H.I ' 




X 


X 


X 


X 


' X 


X 




3410 


Health and INelfare Benefits-Teachers and Aides . . . 
















3420 


Health and Welfare Benefits-All Other Employe^ f , . 


X 


X 




X 


X 


X 


X 




3510 


Unemployment Insurai^ce-lnstructionril Aides 


















3520 


Unemployment Insurance - All Ot''^' F'-)')'r\p' 


X 


X 


X 


X 


X 




X 




3600 


Workprs'Comp^o^at^'^i' 'r^ r 


X 


X 


X 


X 


X 


I 


X 




3Qno 




* 








] 




A r 



m 
x 

7 

U 



0 
0 
3 

S- 

5 
c 
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NORMAL OBJECT CL/^SIFICATION OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS 



m 

Ml 

I 



0 
0 
3 

■•I 

3 
C 

(D 

a 



Object by program 



Support service programs 



District/ 

county 
siipmtendents 
BdwmtfBtion 



General support 



Mdints- 
ndnce 



Operdtms 



Auxiliary programs 



Tms' 
ponation 



Cowmmty 



Food 
mice 



\ FBCility 
dcquisition 

construction 



Other 
outgo 



4000 Books, Suppliei, and Equipnf^int 
Replacimint 



4100 Textbooks 

^4200 Other Books 

4300 Instructional Supplies...'. 

4410 Instructional Media Materials 

4420 Instructional Media Supplies 

4500 Other Subplies ' 

4600 Pupil Trabportation Supplies 

4710 Food Services-Food ^ 

4720 Food Services-Meals for Needy Pupils . . . 

4790^ Other Food Service Supplies 

4800 Equipment Replacement 



' 6000 Contracted Services and Other 
Operating Expense 

5100 Personal Services-Consultants, Lecturers, 

and Others 

5200 ' Travel. Conference, and Other Expense . 

5300 Dues aild Memberships ^ 

' 5410 Insurance-All, Including Pupil Insurance 

^00 * Utilities and Housekeeping Services .... 

5600 Contracts, Rents, and Leases 

5700 Legal, Election, and Audit Expense . . . 

5800 -Other Services and Expenses-Administrative 



6000 Sites, Buildings, Books and Media, 
and New Equipment 

6100 New Sites and Improvement of Sites 

6200 New Buildings and Improvement of Buildings 

6310 Books for New or Expanded Libraries 

6320 Media for New or Expanded Libraries 

641 0 Audiovisual Ecj'uiprtie'nt' 

6420 Library Equipment 

6430 Food Service Equipmem 

6440 Pupil Transportation Pnniof^^'»r»t . . , 

6490 All Other Equipment 

70d0 Other Outgo 

7100 Debt Service 

7200 Outgoing Tuition 

73O0 Interfund Transfers 

7400 Other Transfers 

7900 i Appropriation for Contingenrle? 
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of EducaTion 

Bureau oi School Apportionments 
and Reports 
Form No. J-4 1- A 



pel 



Supplemental Annual Financial Report, 19_-19_ 
Part {-General fund ^ 



School district 



Type of program 
INSTRUCT^ONALy^ROGRAMS 

General Education: 

Preformal 

Elementary^ 

Secondary 

Regional Occupational Center or Program 

Adult 

Total, General Edqpation — . 

Special Education: 

Physically handicapped 

Special day classes 

Regular day classes 

Remedial physical education 

Other remedial instruct)!^, spJ^ch . . 

Individual instruction, home and hospital 

Special speech instruction, aid*»«: . , 

Special blind allowance 
Educable mentally retard*»c< 

Special class 

Regular ^rlass, by aides 
Trainable mentJilly fo»!>'rin<-i 

Special class 
'transportation 

PH/TMR/autistic 

To state school or othwr cl«i»' 
Fducationaily handicapped 

Special day classes (EH pi«"i q«»t"->» r < 

Learning disability qronp 

Home ar»d hospital 

Regular class, instructional aid'* 

Special consultation allowanrp 
Mentally gifted minors 

Special day classes and other proqrams 

Identification aitowance 

PH in ROC (not concurrently eofollpd) 

Visually handicapped persons 

Deaf persons , 

Orthopedically handicapped persons . . 
Master Plan for Special Education 

Special class 

Resource specialist 

Designated instruction and services . . 

Nonpublic schools 

Total, Special Education : 

TOTAL, INSTRUCTIONAL PROGRAMS 



Direct 
costs 



> Direct 
support 
costs 
Out ( ) 

In-H)- 



Total direct 
and direct 
support costs 
(Col. 1 + 
Col. 2) 



County 



Indirect 
"fOS ts 

Out (-} 
In i + \ 



Program 
costs before 
distribution 

of special 
project costs 
(Col .'3 + 
Col. 4) 



Capital outlay 



Capital 
outlay 
included in 
program costs 



Allowed 
capital 
outlay for 
cost to incom^ 
comparison.. 




m 
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Exhibit I B (Continued) 

J-41«A 



Type of prograni 



Direct 
costs* 



Direct 
support 
costs 
Out (•) 
In (+) 



Total direct 
and diree; 
support costs 
(Col.l + 
Col. 2) 



Indirect 
costs 

Out {') 
In (+) 



Proaram 
costsrbfltore 
distribjbtion 
'sp^ecial 
^co costs 
3 + 

^^41 • 



Capital outtay 



Capital 
outlay 
included in 
program costs 



6 



Allodved 
capital 
outlay for 
cost to income 
comparison 



SUPPORT SERVICES PROGRAMS 
Special Projects** 

Early childhood education .... 
American Indian ECE 
Educationally Disadvantaged 

Youth Program 

Milter-Unruh Basic Reading Act . . . 
Bilingual 'bicultural education .... 

Vocational Education Act 

ESEA,Titlel; 

Regular 

Neglected and delinquent 

ESEA. Title IV-B . 

ESEA, Title IV-C (Innovative projects) 

ESEA, Title VM 

Comprehensive Employment 

and Training Act 



Total, Special Projects - 



Instructional Support 

Instructional Administration 
Instructional Media .... 
School Administration . . . 
Total, Instructional ??uprorf 

Pupil Services 

General Support 

District Administration 
Maintenance . . 
Operations 
Transportation ... 
Total. General Support 



TOTAL. SUPPORT SER>;/ICES 
PROGRAMS (without Sr«»rip»i r»oi*»ri 

AUXILIARY PROGRAMS 
Community Services ... ... 

Food Services 

Facilities Acquisition and Construction 

fl> TOTAL, AUXILIARY PROGRAMS^ 

IP- 

TOTAL EXPENDITURES. INSTRUC- 
TIONAL. SUPPORT SERVICES. 
AND AUXILIARY PROGRAMS 



OTHER OUTGO 

Tuition 

All Other Outgo 

TOTAL. OTHER OUTGO 



TOTAL EXPENDITURES AND 
OTHER OUTGO — 
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' The formula for determining the indirect cost rate is' 
Col. 3 <d) 



Indirect cost rate- 



Col. 3 <a + b + c) 



*The special projects listed are not all inclusive, but Only some 
^xamptes of current projfKzts. The list will be rovised each v*m»» Io' 
tllection purposes. 
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SAMPLE PROGRAM BUDGET 

(for use in development of program budget) 



Special project or program title Fiscal year 



' PUPIL/EMPLOYE£ DATA: Number 

1. Enrollment ^ — 

2. Average daily attendance or f!>articipation data 

a. Kindergarten and grades one through eight 

b. Grades* nine through twelve ^ 

c. Total (2.a and 2.b) . ^. . / . . . .' 

3. Teachers (full-tintte equivalent) . . : ^ 

4. Other Certificated Employees (full-time equivalent) 3 

5. Classified Employees, (full-time equivalent) 



DIRECT COSTS: » . - Amount 

6. Certificated Salaries'^ $ 

7. Classified Salaries ' 

8. Employee Benefits / . 

9. Books and Supplies , 

10. Equipment Replacement , • 

n. Contracted Services (5100 and 5600) 

12. Other Operating Expenses (5200, 5300, 5400, 5500, and 5/00) 

13. Subtotal (lines 6 through 12) 

14. Capital Outlay 

15. Total Direct Costs (lines 13 and 14) 



DIRECT SiUPPORT CHARGES: 
16- Instructional Adn'>lr>istratlorv MeHi^, ^M^f cjrrho'^l AfiTntn^**'^*? •'J''^'' $, 

17. Pupil Services 

18. General Support 

19. Subtotal (lines IP rhfo«io>^ 1R> 

20- Auxiliary Services , 

21. * Total Direct Support Charges (lines 19 and 20) _„ 



INDIRECT SUPPORT CHARGES: 



22. Total Indirect Support Charges (percentage of remaining costs allocated to this program) 

(See bottom of page 1—20 for indirect cost rate fbrrTnula) $ 



23. Total, Cost of Program (tines 15, 21, and 22) 



REVENUE SOURCES: 

24. Federal /. 

25. State 

26. County ^ . . . . 

27. Local 



28. Total- Revenue 
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Part II 

Income 



, Income includes both revenue and nonrevenue 
receipts. Revenue receipts are additions fb assets 
for which no obligations are incurred by the school 
district aiid may be used for. expenditures at the 
discretion of the governing board of the district. 
Revenue receipts include money received through 
statei apportionments and district tax&. Noni^ve- 
nue Receipts consist of money received in exchange 
for property of the school district qr receipts for 
which the district incurs an obligawn, such as 
money received through loans or the sale 6f bonds. 
Bond or loan receipts must be used by the 
governing board of the district for the purposes 
outlined at the time loans are secured or bonds are 
issued. « 

The instructions in this manual provide for 
uniform idelitiflcation and classification of the 
receipts for all the funds and abcounts of a school 
district. The instractions should be followed in ( 1 ) 
the day-to-day accounting for receipts; (2) Jhe 
preparation of budget^; and (3) the preparation of 
all Hnandal reports. The instructions arp appUcable 
to the budgeting,, accounting, and reporting of the 
General Fund and of all special funds of every 
school district. The designation of the income 
classification applicable to any particular receipt 
shall not be interpreted to mean that such income 
represents an income of the General Fund or of 
any particular special fund. The selection of the 
fund must be made in accordance with the 
provisions of law. In no case should designation of 
the income classification, such as 8100, F^ederal 
Income, or S700, County Income, be confused 
with the selection of the fundy such as the General 
Fund, Building Fund, or Cafeteria Fund, 

School districts operating on a cash basis 
account for income when it is received. Districts 
operating on an accmat basis account for income 
when it is earned.^ The school district budget form 
prescribed and the annual fihancial report form 



supplied by the Superintendent of Public Instruc- 
tion contemplate the use of the accmal basis of 
accounting for expenditures and the partial accrual 
basis of accounting for the income of school 
district funds, excepft for the Bond Interest and 
Redemption Fund. The accounting and reporting 
of a school district's Bond Interest and Redemp- 
tion Fund either on a cash basis or on an accrual 
basis, as determined by the county auditor, are 
acceptable to the Superintendent of Public 
Instruction. 

'QassifiCation of Income 

School districts are required to classify income 
according to th^Smajor and subordinate classifica- 
tions outlined in this section. Major classifications 
are printed in boldface roman capital and lower- 
case letters; for example, 8100, Federal Income. 
Required subordinate classifications are printed in 
boldface italic capital and lower case letters; for 
example, 8110, Maintenance and Operation (Public 
Law 81-874). Many school districts may find it 
desirable to increase the number of subdivisions of 
the income classifications in accordance with local 
adnfiinistrative needs. 

Major classifications of income are as follow?!! 



8100- 


-8499 


Federal Income 


§500 


-8599 


Combined State and Federal 






Income 


8600- 


-8699. „ 


State Income 


8700- 


-8799^* 


County income 


8800- 


-8899- 


Local Ir/come 


8900- 


-8999 


Incoming Transfers 



Instructions for Using Income 
Classifications 

8100^8499 Federal Income 

Record in the .appropriate subordinate classifications all 
income received fro|K the federal government. Record 
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federal income for which the state or any other agency^ 
serves as the distributing agency. Identify the purposes for 
.which income is received and account for the money 
received for each purpose. 

8110 Maintena/ice ^and Operation (Public Law 
81-874) 

Record aipounts allowed for maintenance and 
operation resuhing from the identification of 
students or parents in federally impacted areas in 
accordance with Federally Impacted Aid programs. 

8120 Veterans" Education 

Record amounts allowed for veterans' education. 

8130 School Construction (Public Law 81-815) 
Record amounts allowed for school construction 
and facilities acquisition. 

8140 Education Professions Development Act, 
1 and B^2 (Public Law 90-35) ' 
Record amounts received from federal agencies for 
the Education Professions Development Act, Title 
I. 

^8150 Economic ' Opportunity Act (Public Law 
88^52) 

Record amounts received directly from federal 
agencies for Economic Opportunity Act programs 

8 1 60 Elementary Secondary Fduraiinn Ac^ 

(Public Law 89-10) 

Record amounts received frorn federal affenci<»s fo? 

grams ^ 

Wl ^0 Comprehensive Employment an^ Tmhirne 
Aci of 197^ (Public I aw 03 703) 
Record amounts received from federal sources 
under the provisions of the (Comprehensive 
Employment and Training Act. including amounts 
received under provisions of the Emergency 
Employment Act or 1^71 nnd PnhHc Fmployment 
Act programs. 

8210 National Defense Education 4ct fPublic 
Law 85-864) 

Record amounts allowed under the National 
Defense Education Act- 

8220 Child Nutrition Programs 

Record amounts* allowed for the school lunch 
program, special milk program, school breakfast 



program, food assistance program, and special 
' ^assistance program (free meals) received frprn 
federal sources. 

8230 Manpower Development and Training Act 
(Public Law 87-415) . 

Record amounts allowed for Manpower Develop- 
ment and Training Act programs from federal 
sources. 

8240 Vocational Education A mendmen ts of 1968 
(Public Law 90-576) ' 
Record amounts allowed for Vocational Education 
Amendments of 1968 programs from federal \ 
sources. . ' 

83 10 Forest Reserve Funds (Education Code Sec- 
tion 2300) 

Record all income from forest reserve funds appor- 
tioned by the federal government but distributed 
to the district by the county superintei^dent -of 
schools with the approval of the county board of 
education. 

8320 Flood Control Funds (Education Code Sec- 
tion 1606) 

Record all income from flood control funds appor- 
tioned by the federal government but distributed 
to thj^ district by the county superintendent of 
schools with the approval of th<* ^ '^nnty bo?»rd of 
^ edu^^ation. 
^ ^ U S. Wildlife Reserve Fw^ds 

Record amoJ»*M*i xc*r-*'\vc*^ r»f^fT» ^^'ilHlifp 
Reserve fund'i 

RI^^O '^Miscellaneous f^^ndx (Fdnrotion ^'nde 
Section 41604) 
See explanation on page 11-9. 

8481 Royalties an^ RnmiXfs 

8482 Rentals 

8483 Income from Property Not Suhfect 
to Tax 

8484 Payments in Lieu of Taxes 
8490 Other Federal Funds 

Record all other federal funds received except 
funds defined as ''miscellaneous funds" by the 
California Administrative Code. Title 5, Education. 
Section 17261. These are to be recorded in 
classification 8480. Mhrellaneous Funds. 



8500 Combu)^ State and Federal Income 

Record, in the apptfi^priate subordinate classes of this major 
^ass all income received' that includes combined state and 
federal funds and that is distributed by the state agency 
with no indication of how the allowance is prpi!ated 
'^between federal and state* fundsr. 

8530 Children's Centers (Education Code Section 
^8206) 

Riscord amounts allowed , for day care centers aiyi^ 
migrant day care centers. 



8580, ''Miscellaneous Funds** 
Section 8207) 
See explanation on page 11-9. 
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8581 Royalties and Bonuses * 

8582 Rentals 

8583 Income from Property Not Subject 
to Tax 

8584 Payments in Lieu of Taxes 

8590 Other 

Record all other combined- state and federal funds 
except funds defined as "miscellaneous funds" by 
the California Administrative Code, Title 5„ Educa- 
tion. Section 17261. These are to be recorded in 
^classification 8580. ''hfisreilaneous Funds 

8600 State Income 

Record in the appropriate subordinate classes of this major 
clasf snl state funds received. Do not record federal funds 
distributed by the state. These are to be recorded under 
federal income. By law, any State School Fund apportion- 
ment or allowance to a school district must be deposited in 
the General Fund of the school district. 
All such amounts should be accounted in terms of-the gross 
amount apportioned. I>eductions and withholdings made- 
by the State Controller as required by law must be 
accounted as expenditures in the same manner as if the full 
amount had been received and a school district warrant had 
been drawn for such purpose. 

Seventh and eighth grade tuition adjustment is made by the 
state before gross ^ff^portionment is determined. Any 
income received in correction of a prior apportionment 
(Education Code Section '41341) or included in the Final 
State Apportionment should be recorded* in the class or 
classes that define the original apportiorunent. 



86 1 0 Principal Apportionment 

Record all amounts allowed under the Principal 
Apportionment, including advance apportion- ^ 
ments, basic and equalization aid, and final appor- ' 
' \ ttbnmehts. Record also flat grant allowances 
received from the following programs on a current 
basis: 

86 1 1 Basic and Equalization Aid 

86 1 2 Physically Handicapped 

8613 Educ^^Me-MentallyJietarded 
^614 Trainable Menially Retarded.^ - 

86 1 5 Transportation of Handicapped Pupils 
«Bll^l6 Educationally Handicapped 

• 

8617 Mentally Gifted 

8618 Direct Service Apportionment 
(County School Service Fi^nd only) 

86} 9 Other Purposes Aj^portionment 

(County School Service Fund only) 

^^620 Spe^l Purpose Apportionment 

Recdm^jkmounts received for the expenses of 
mainutinmg any or all of the, ^^^''^^winj? r''>ff»^T*^< 
djjring the preceding fiscal 

R 6 "2 1 Orn' 7 'rain ins 

^677 Transportation ^ 

Record amoiini ^ received for transports- 
' , tion, based upon records of expense and 

approved capital outlay, of furnishings dur- 
ing the preceding fiscal year, transportation 
of pupils between their homes and the 
regular full-time day schools attended by 
them. 

8623 Project-connected Pupils 

8624 Educationally Disadvantaged Youth 

(Education Code Section 54000 et 
seq.) . 

8625* Early Childhood Education 

(Education Code sections 5 2013- 
52014) 
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8630 Special AttoMfances 

8631 Apportionment for the Elementary 
School Reading Program ^ 

Record amounts received under the Basic 
Reading Act of 1965 (Education Code 
sections 54100-54180). 

863 2 A Ho wan'ce for Instructional 
Television 

^ Record amounts received under Education 
Code Section 41920 for participation in a 
program for instructional television estab- 
lished pursuant to Education Code sections 
51870or 51871. 

8633 Apportionment for Special Teacher 
Employment 

Record amounts received under Chapter 
106, Statutes of 1966 (Education Code 
sections 54480-54486) for the special 
teacher employment program. 

, 8634 Allowance for Demonstration Pro- 
\_ grams in Reading and Mathematics 

Record amounts received under Chapter 
106, Statutes of .1966 (Education Code 
sections 58600—58608) for demonstration 
programs in intensive instruction in reading 
and mathematics for low-achieving pupils. 

8635 Apportionment for Handicapped 
Minors for Whom No State Special 
Education Facilities Are Available 
Reilord amounts received for the education 
of those physically handicapped minors for 
whom appropriate education facilities and 
services are not made available by school 
districts, the county superintendent of 
schools, or the State of California (Educa- 
tion Code sections 56031-56035). 

8636 Apportionment for Instructional 
Materials (Kindergarten Through 
Grade Eight) 

Record state special allowances for instruc- 
tional materials for pupils in kindergarten 
through grade eight (Education Code 
Section 60242). 




8637 Child Nutrition Program 

Record amounts: received as a result of 
implementation of the Duffy-Moscone Act 
of 1970 (EducatioiV Code sections 
49510-49520). Also \ record amounts 
received under the Child Nutrition Act of 
1974.(Education Code Sefction 49536). 

8638 Special Education Master Plan 
Record amounts received for the special 
education of handicapped pupils as autho- 
rized by Chapter 1532, Stats. 1974 
(Education Code sections 56300-56367). 

8639 Other 

Record any special allowances not listed 
elsewhere, including allowances under the 
Bilingual Education Act of 1972 (Educa* 
tion Code sections 52100-52114); one- 
time grants for schools cofiverting to a 
continuous education program (Education 
Code Section 37644); and state grants 
made to school districts under the Profes- 
sional Development and Program Improve- 
ment Act of 1968 (Education Code Section 
44643). 

8640 Apportionment for School Facilities 

Record any amounts allowed for school housing 
aid ^for compensatory education purposes and for 
districts irnpacted by seasonal agricultural employ- 
ment~(Education Code sectiojis' 16210— 16234). 

Also record amounts allowed through the Stat« 
School Building Aid Fund. These funds shall be 
deposited in the State School BuUding Fund of the 
school district t^v school building purposes. 



8660 



Apportionments for Children s Centers 
Record amounts allowed for children's centers. 
School distjtlct fiscal control may find it advisable 
to compute monthly the earned Income from this 
source. Apportionment in advance is based upon 
estimated attendance. Adjustments at the, end of 
the fiscal year are u^ally required (Education 
Code Section 8382). 

Apportionments for Development Centers 
for Handicapped Pupils 

Record amounts ^aUgsmLXbr purposes of develop- 
ment centers for handicapped minors. School 
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district fiscal control iti^ find it adjvisable to 
compute montHly the eanfod-4s^oine Irom this 
source. Apportionment in advance^'di-Msed upon 
estimated attendance. Adjustments at the end of 
the fiscal year are usually required (Education 
Code Section 56810). • 

8661 Attendance 

8662 Transportation 

8670 Tax Relief Subventions 

867 1 Reimbursement for Income Lost 
Because of Business Inventory 
Exemptions 

Record amounts received for loss of in- 
come because of business inventory exemp- 
tions (Revenue and Taxation Code Section 
219). 

8672 Reimbursement for Income Lost Be- 
cause of Home Owndh' Exemptions 
Record amounts received for loss of in< 
come because of home owners' exemptions 
(Revenue and Taxation Code Section 218; 
Education Code Section 17252). 

8673 Reimbursement for Income Lost 
Titrough Operations Under the 
Williamson Land Act of 1967 
Record amounts received for loss of in- 
come because of the Williamson Land Act 
ofl967. 

8679 Other Tax Relief Subventions 

Record amounts received for loss of in- 
come because of exemptions on motion 
picture films and wine and brandy prod- 
ucts (Reveriiie and Taxation CodI sections 
988 and 992; Education Code Section 
172S4; and severance aid allowances for 
real property acquired for state highway 
purposes (Education Code Section 41960). 

8680 "Miscellaneous Funds ' (Education Code 
Section 41604). / 
^See explanation on p^e 11-9. 

868 1 Royalties and Bonuses 

8682 Rentals 
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8683 Income from Property Not Subject 
to Tax 

8684 Payments in Lieu of Taxes 

8690 Other State Income 

Record all other state funds received including 
preschool education funds (Education Code sec- 
tions 8256 and 8327) except funds defined as 
"'miscellaneous funds*' by the California Adminis* 
trativc Code, Title 5, Education, Section 17261. 
These are to be recorded in classiHcation 8680,' 
* 'Miscellaneous Funds. " 

■f 

8700 County Incoine 

Record in the appropriate subordinate classifications of this 
major classiflcation all county funds received. Do not 
record federal funds distributed by the county. These are to 
be recorded as federal income. 

8710 Community College Tuition Tax 

Record income from counties for nondistrict 
students attending community college; from taxes 
levied on territo^ not within a community college 
district; and from state funds allocated for newly 
formed or annexed community colleges and for 
nondistrict students attending community colleges. 
AlL^ncome recorded in classification 8710 shall be 
deposited for the County School Service Fund for 
later distribution (Edu,cation Code sections 
2100-21 11). 

8720 Equalization Aid Offset Tax 

Record income from taxes levied upon all the 
^ assessed valuation of the county to offset the 
decrease in equalization aid resulting from the 
upward modification of the assessed valuation 
(Education Code sections 4 1 200-4 1 206). 

8730 High School Tuition Tax 

Record income received ?s high school tuition for 
pupils who reside in elementary school districts 
that are not in high school districts^ and record 
income raised by tax levies i^ainst the tax rolls of 
the elementary school districts. 

8740 County School Tuition Fund 

Record income received from taxes levied for the 
purposes stated in Education Code sections 
2000-2011. 




8750 Contract Services (County School Service 
Fund only) 

Record tncome received ^rorn contracts between 
the county superintendent of schools and other 
county agencies. 

8760 County School Building Aid 

Record income recei^d for payments required 
pursuant tp School Building Aid laws (Education 
Code sections 16196,' 16202, 16204, and 2503), 

8780 ^'Miscellaneous Funds" (Education Code 
Section 41604) 
See explanation on page 11-9. 

878 1 Royalties and Bonuses 

8782 Rentals ' 

• 8783 Income from Property Not Subfect 
to Tax 

8784 Payments in Lieu of Taxes 

8790 Other 

Record all other county funds received except 
funds defmed as ''miscellaneous funds'* by the 
California Administrative Code, Title S, Education, 
Section 17261. These are to be recorded in 
classiflcation 8780, ''Miscellaneous Funds, " 

8800 Local Income 

Record in the appropriate subordinate classifications in this 
major classiflcation all income from local sources. Identify 
the sources of income and account for the income received 
from each source. 

8810 District Taxes 

88 1 1 Secured Roll (Education Code sec- 
tions 4364, 1624, 2500 et seq.. 
42202, and 42230 et seq:) 

Record inpome from taxes levied on the 
secured iBi"^ rolL District taxes are levied as 
a result of the filing of an annual budget 
with the county superintendent of schools 
^ for approval and transmittaLtcji the county 

board of supervisors setting forth the tax 
requirements of the district as provided in 
Division 16, Chapter 3, of the Education 
Code. The board of supervisors determines 
for the budget year a tax rate that will 



produce the amount of district tax money 
requested by the district in its annual 
budget. 

Certain tax rates in exdess of the statutory 
or voted rates are authorized in the Educa- 
tion Code for restricted purposes and for 
special funds of the school district. 
All income received ,from district tax 
sources is to be accounted pn a cash basis. 
Credits to th^ various district tax income 
accounts are made upon receipt of an 
apportiorunent notice from the county 
superintendent of schools indicating that 
taxes have been deposited in the county 
treasury. 

8812 Unsecured Roll 

Record income from taxes levied on the 
unsecured tax roU. 

88 1 3 Prior Years ' Taxes 

Record income from tax levies of prior 
years. Include secured and unsecured tax 
receipts from redemptions and tax sales. 

8820 City and County Taxes 

8821 City Taxes 

Record income fl-om taxe$ from an ad 
valorem levy for school purposes upon the 
real and personal property located in, and 
assessed by, a chartered city, which levy is 
authorized or required by the city charter. 

8822 County Taxes 

Record income hptn taxes from an ad 
valorem levy for school purposes upon the 
real and personal property under the juris- 
diction of the county superintendent of 
schools. 

8830 Areawide Taxes (Education Code Section 
20911) 

8831 Secured Roll 

8832 Unsecured Roll 

8833 Prior Years ' Taxes 

Record income received from taxes levied 
on aq areawide ba^s under provisions of 
Education Code Section 42402. 



8840 Sales 

8841 Sale of Bonds 

Record income from sale of bonds at par 
value. The amounts received from the sale 
of "bonds at par value must be deposited in 
the Building Fund of the district (Educa- 
tion Code Section \ 5 1 46). 

8842 Sale of Equipment and Supplies 

Record income from the sale of supplies 
and equipment no longer needed by the 
schools. The money received is to be 
placed to the credit of the fund from 
which the original expenditure for the 
purchase of the personal property was 
' niade (Education Code Section 39522). 

8843 Sale of Land and Buildings 

Record income from the sale of land and 
buildings. Such income must be used for 
capital outlay or repaid to the state if 
under the State Xid Building Program 
(Education Code sections 39360-39363). 

8844 Food Service Sales 

Record income from the sale of meals and 
other food items. This income is usually 
recorded in the Cafeteria Fund or Cafeteria 
^ Account. 

8845 Sale of Publications 

Record income from the sale of publi- 
cations. — 

8849 Other Sales 

Record income received from all other 
sales, such as farm products and printe^ 
forms. ^ 

* 

8850 Rentals and Leases, Except "Miscellaneous 
Funds' 

Record income for the use of school buildings or 
^portions thereof, houses, and other properties of 
the district that are rented or leased to other school 
districts for school purposes; and portions of 
amounts received that are excluded from ''miscella- 
neous funds" in accordance with the California 
Administrative Code^ Title 5, Edtication, Sectipn 
1726 1 , including rentals by Civic Center groups. 

O ■ 
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Rental dr lease income defined as "'miscellaneous 
funds*' is to be recorded in classification 8880, 
'^Miscellaneous Funds. " 

8860 Interest 

Record income credited or prorated by the county 
auditor for interest on deposits of school cftstrict 
funds with the county treasurer and interest 
earnings (Education Code Section 4101 S). 
Money received as prerriiums and accrued interest 
at the time of sale of bonds must be deposited in 
the Bond Injterest and Redemption Fund (Educa- 
tion Code Section 15146). 

8870 Fees and Contracts 

8871 A dult Education 

Record income received from students 
enrolled in classes for adults as tuition 
under Education Code Section 52612 or as 
incidental fees under Education Code Sec- 
tion 52613. 

8872 Nonresident Students 

Record income received from parents or 
guardians for the total cost of educating 
foreign residents in the schools of the 
district (Education Code Section 48052). 

8873 Children 's Centers 

Record income received fiom patents, 
guardians, or welfare agencies as fees for the 
instruction and care of children in children's 
centers (Education Code Section 8249). 

8874 Development Centers for Handi- 
capped Minors 

Record income received from parents, 
guardians, or welfare agencies as fees for 
the instruction and care of children in 
development <:enters. 

8875 Contract Services 

Record income received for contract ser- 
vices rendered by one district or office of 
county superintendent of schools for 
another district or office of county super- 
intendent of schools. ' 

See Note on page IIMO. 
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8876 Use of Building Fees 

Record income received from the county 
of pupils' residence for use of buildings 
(Education Code sections 56814 and 
4290S). Deposit income to credit of Bond 
Interest and Redemption Fund, Building 
Fund, or County School Service Fund. 
NOTE: Record other income from rental 
of facilities to income classification 8850, 
Rentals and Leases. 

8879 Oihei^ Fees and Contract Services 

Record income received from all other fees 
and contract services. 

S880 * Miscellaneous Funds ' (Education Code 
Section 41604) 

See explanation on page II-9. 

8881 Royalties and Bonuses 

8882 Rentals 

88^83 Income frotn Property Not Subject 
to Tax 

8884 Payments in Lieu of Taxes 

8890 Other 

Record all other income from local sources such as 
library fines, contributions, gifts, outlawed war- 
rants, practice teaching, and so forth^ except funds 
defined as ''miscellaneous funds^' by the California 
Administrative Code, Title 5, Education, Section 
17261. These are to be recorded in classification 
8880, 'Miscellaneous Funds. " 

8900 Incoming Transfers 

Record in the appropriate subordinate classes in this ^ajor 
class all income received for incoming transfers. Identify 
the sources of tuition payments and account for the income 
received from each source. 

8910 Junior High School Tuition for Grades 
Seven and Eight 

Record income received from tuition transfers for 
^pupils attending grades seven and eight in a junior 
high school and fixed in accordance with provisions 
of Education Code sections 37062-37071 . 



8920 Other Tuition 

Record tuition payments received from the follow- 
ing sources: 

Interdistrict contracts for general or specific in- 
structional services, including transportation for 
designated pupils (Education Code sections 
46600-46613). 

Governing boards or authorities in other states for 
the total^xQ?t of education of elementary or high 
school pupils whose places of residence are in the 
other states (Education Code Section 48050). No ^ 
California state aid is apportioned for such 
\ pupils. 

Districts foi education provided in a tuberculosis or 
polio ward of a hospital or sanatorium maintained 
by a county or group of counties (Education Code 
sections 56750 -56732). % 

Districts for special education of pupils provided 
by the county superintendent of schools (Educa- 
tion Code Section 1705). 

Districts and offices of county superintendents of 
schools for tuition received for the instruction of 
nonimmigrant children and children residing in 
children's institutions and foster homes. 

All other tuition payments not identified above. 

8930 Interfund Transfers 

Record the amount of money mvolvcd in each of 
the f611owing transfers between funds: 

H To the Child Development Fund and Developnicnt 

Centers for Handicapped Pupils Fund from the 
General Fund (Education Code Section 41013 and 
California Administrative Code, Title 5, Education, 
sections 15050-15052). 

Between the General Fund and the Special Resert^e 
Fund ^Education Code sections 42840- 42843). 

From any fund of the district to the Public School 
Building Fund (Education Code Section 1 5746) or 
to the State School Building Fund (Education 
Code Section 16095). 

To the General Fund or to the Special Reserve 
Fund from the Bond Interest and ^Redemption 
Fund after ail principal and interest payments have 
been made (Education Code sections 15234 and 
15235). 



8990 Other Incoming Transfers 

Record incorne received from funds of lapsed or 
reorganized school districts and any other income 
from transfers not otherwise classifled. 

Miscellaneous Funds 

Education Code Section 41604 covers "miscel- 
laneous funds" under classifications 8480 (federal), 
8580 (federal and state), 8680 (state), 8780 
(county), and 8880 (local). Sources of funds 
classified as miscellaneous under this section are 
(1) royalties and bonuses; (2) rentals; (3) income 
from property not subject to tax; and (4) pay- 
ments in lieu of taxes. 

Royalties and bonuses - ^ 

Record the total amount of payments of all or a 
portion of the royalties and bonuses received from 
the operation of any law under the terms of any 
agreement^ For example, royalties on federal min- 
.eral deposits are accc^ynted under 8481, **Miscel- 
laneous Funds" (federal). Classifications by source 
are ^follows: 

* 8481 Federal 

858 1 Federal and state 

8681 State 

8781 County 

8881 Local 

Rentals 

Record the amount by which the total of all 
payments received for the rental of property 
owned by the county superintendent of schools or 
by the school district and not on the tax rolls of 
tile county or district exceeds the . actual expense 
of operating and niaintaining the property. Classifi- 
cations by source are as follows: 



8482 
8582 
8682 
8782 
8882 



Federal 

Federal and State 
State ^ 
Cbunty 
Local 



Income from Property NSt Subject to Tax 

Record the total of all payments received from, 
or on account X)f, property of a, school district or 
of A county superinterident ^f schools or any other 
property within the.district, county, or state that is 

ERIC 



not being assessed for tax purposes and not being 
used for school purposes. Classifications by source 
are as follows: 



8483 
8583 
8683 
8783 
8883 



Federal 

Federal and state 

State 

County 

Local 



Payments in Lieu of Taxes 

Record the total of all payments made in lieu of 
taxes and received by the county superintendent of 
schools or school district. Examples are levies on 
aircraft, baled cotton, or federal housing; head-day 
tax on livestock; and license fees on trailer coaches. 
Qassifications by source are as follows: 



8484 


Federal 


8584 


Federal and state 


8684 


State ' 


8784 


County 


8884 


Local 



Abatement of Income - 

When part or all of the income of a school 
district or office of a county supermtendent of 
schools must be xetumed'to the source from which 
it is received or prorated to participating districts 
for a specific project, the transaction shall be 
accounted as an abatement of income. In other 
words, abatement of income is the cancellation of 
a 'part or the whole of jlny specific receipt 
previously recorded. Such cancellations of previ- 
ously jecorded receipts usually result from tax 
refunds, refunds of money received from state or 
federal sources, refunds of monies previously 
received in error, or the distribution of monies 
/Received for others. The accounting for such 
transactions in this manner keeps both income and 
expenditures in true perspective and maintains 
proper balance of the two. 

/Uniformity in ''accounting for abatements op^ 
income is required to secure comparable fiscal 
records. and reports of school finances. Accuracy in 
the records requires proper use of a correct 
accounting procedure for the elimination from the 
fiscal records of those items representing cancella- 
tions of previous fiscal transactions or parts of 
them. 



is 



II-9 



Accounting Procedure , 

Payments that represent cancellations or reduc- 
tions of receipts must be accounted as abatements 
of income previously recorded by abating such 
payments to such income account, thereby elimi- 
nating any charge to an expenditiu'e account. Such 
payments must be accounted by abating the 
income account for the original source during the 
fiscal year in which the payments are made, 
irrespecJtive of the fiscal year in which the original 
receipt was recorded, even though such payments 
may in some cases exceed the actual income of the 
fiscal year in which the abatement is made and 
thus result in negative balances in the accounts, or 
entries in reports. Abatements of income shall be 
recorded as they occur apd shall not be accumu- 
lated until the end of the fiscal year. - 

Because payments that constitute abatements of 
income are not expenditure?, they are not subject 
to appropriation control. However, any abatement 
of income that constitutes a major reductibn of 
income in comparison with' estimated income 
should be recogmzed as requiring a corresponding 
reduction in estimated income and reserves, or 
requiring a reduction in actual appropriations. 

The- following kinds 6f transactions shall be 
accounted as abatements of income: 

1. Tax refunds 

2. Rental refunds 

3. Tuition refunds ' 

a. To students, parents, or guardians 

b. ifo other districts on account of over- 
payments , 

4. Refunds of u\c^j^i5com federal sources 
S.llefunds^oftMraSI^ sources 

6. Ref^n^B^.j|^ received in error 

> 7, DistntJ^j^afe of monies received 

by a toc& operating agency to operating 
districts^ 

Income 

Because it is often difficult to distinguish be- 
tween receipts that should be treated as abate-, 
ments of expenditure and those that should be 
treated as income, a list of income receipts is 
presented also. The following receipts must be 
accounted as income (income classifications are 
shown in parentheses): 



1. Tuition (8910, 8920) 

a. Adult education tuition (8920) 

2. Fees (8870) 

a. Teachers' and employees* examination 
. fees (8879) 
' b. Certificate fees (8879) 
c. Transcript fees (8879) 

3. Rentals (8782, 8850, 8882) 

a. Civic Center (all chaiges) (8782, 8850, 
8882) 

b. Classrooms (8782, 8850, 8882) 

c. Easement leases (8782, 8850, 8882) 

d. Houses C8782, 8850, 8882) 
.e. Sites (8782, 8850, 8882) 

4. Collections ^'or use of swimming pools, 
tennis courts, and the like (8879) 

5. Library fines C8890) 

6. Receipts from sale of junk or salvage 
material no longet needed (8842) 

7. Contributions and gift^ (8890) 

8. Receipts from sale of courses of study, 
printed forms;^Bnd the like (S845) 

9. Amounts received from forfeitures of 
surety or indemnity bonds because of 
noncompliance .with contracts (8890) 

10. Interest on deposits and investments 
(8860) 

1 1. Outlawed warrants and other warrants can- 
celled in a fiscal year subsequent to the 
year of expenditure (8890) 

12. Receipts from sale of land and buildings 
(except that receipts from the sale either of 
a portion of a new site or of buildings or 
improvements thereon shaU be accounted 
as abatements of expenditure) (8843) 

13. Receipts from teacher-training institutions' 
for practice teaching services (8890) 

Accounting for Certain Apportionments 
(Loans) 

Certain apportionments that the State of Cali- 
fornia currently authorizes to be made to districts 
from the State General Fund are loans and dq not 
' constitute grants or subventions. Because such 
apportionments \are nonrevenue receipts, which 
' increase a district's liabilities, they should not ber 
accounted for as income. These apportionments 



are advances made to eligible districts for the 
following purposes: 

1 . To aid in establishing (a) special trainijig 
schools or classes for the education of 
mentally retarded minors who come within- 
the provisions of Education Code Section 

t 56515; or (b) Sf^ecial schools, classes, or 
integrated p/ograms for which a qualified 
special teacher is provided for educating 
physically handicapped^ minors who come 
within the provisions of Education Code 
sections 56700 and 56701 (Education Code 
sections 56536- 56541) 

2. To aid newly organized elementary school, 
high school, or unified school districts 

\ (Education Code Section 41360) 
^ To provide emergency apportionments (loans) 
to school districts as provided by Education 
Code sections 41310 and 41320 41324 

When such an apportionment has been made by 
the Superintendent "^of Pubkc Instruction, a state 
warrant is -issued by the State Treasiu^er for the 
'entire anlount./The>law specifies that the county 
treasurer receivlng^ch a warrant shall deposit it to 
the credit of Oie/ General Fund of the district 
designated in^ne apportionment The district 
records sliould reflect the receipt of Uie crodit. 

Example: 

County Tieci»ii<v $5,360 
^. j^<^cou n I Payable, StaU , 

* (Long-Twm Debt) Cbt>,3<i0 

To rcNpyr?)^ credit received for a (<c^tn tUts 6iaLo bei'terai FuuJ 
to fmanCfi> the establishment of the new classes for the mentally 
retar'ded ($2,680 payable during 1971 72 and $2,680 payable 
during 1972-73) ' 

Tlie repayment of the loan will be automatically 
accomplished by the witliJaolding of half of the 
amount from regular apportionments being cred- 
ited to the district during eacli of the next two 
fiscal years. The practice of tlie State Controller is 
to make the withjioldings over a period of four 
months— February, March, April, and May. Accord- 
ingly, during each of tliose montlis (in' 1973 in the 
above example), one-eighth of the tc^tal loan will 
be subtracted from the amounts otherwise due the 
district from the State Sghool Fund in accordance 
^th . regular apportionment calculations.*. Tliis 
means, that the credit to the district funds an- 



nounced by the county superintendent will be 
smaller by the same amount than the announce- 
ments by the State Superintendent of Public 
Instruction would indicate. District records must 
reflect this transaction in each of the months 
named in each of the two^ears following the year 
of the loan so that the liability will be properly 
cleared and the proper State School Fund appor- 
tionments credited. In the above example of a 
loan, the entry to be made by the district and 
repeated seven times in the respective months is as 
foUows : 

O^te Accounts UoOn CtvJn 

'Z'20-12 Account Payable Staie $670 
Basic 'and Equali- 
zation Aid $6/0 

lo loCOrd the withholding^ t>v aidle ot unti ^i^hih of 

amount of the long-term loan received 4-10 71 

Any statement of financial condition prepared 
from the district records during or at the close of 
the tlscal year will shoN^, if the foregoing proce- 
dures are used, the proper amount of liability to 
the state. This accounting procedure is indicated 
by the instructions that accompany the Annual 
Report of Current Liabilities, Form ]A3. The - 
proper recording by the district of amounts with- 
held by the state is also inHuded in the specific 
audit instructions to accountants conducting 
annual audits. 

The repayment of a loan under Education Code 
sections 41320 41324 is done in tlie same man- 
ner, except thiit the principal repayment must be 
accomplished over not more than a fhrjje-year 
period (Education Code Section 41323). 

The interest and principal payment due annually 
on this emergency loan will be withheld from the 
school district's regular apportionments. However, 
the district must record the amount due for 
interest as a current expenditure under expenditure 
classification 5800, Other Services and Expense for 
Adn^histrative Districtwide Operation 

All loans; e.g., state emergency apportionments 
(loans), loans /rom a county board of supervisors^ 
tax anticipation notes, and transfers (loans) from 
speciaf. or restricted funds^ of the district 
(Education Code Section 42603) should be 
recorded in the safne .basic manner as described in 
this section. 
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The Education Code limits school district expen- 
ditures to the amounts appropriated for the several 
ms^or expenditure classes by the adoption and 
approval of the school distrirt budget or by 
subsequent intrabudget transfer:^ Because of this 
budget or appropriation control of expencfitures, 
the budget and all documents dealing with appro- 
priations must be prepared according to the same 
classification plan as that employed in the account- 
ing of expenditures. Similarly, financial reports for 
local use as well a^ those prepared for county, 
state, or federal use should follow thb same 
classification plan in order that their reliability for 
. comparative purposes is not impaired. 

A basic classification, by object is the most 
suitable instrument for the classification of expen- 
ditures within a specified "program." Object classi- 
fications are for the most part self-explanatoiy, 
such as "teachers' salaries" or "custodians' sala- 
ries." The purpose or "function" that the employee 
serves is covered by the program designation. The 
numbering system u^d is adaptable for use with 
manual systems a|id with data processing equip- 
ment. The system is designed to be used either in 
its minimumi required form or in expanded form to 
allow for as many subaccounts as desired. 

County auditors and county superintendents of 
schools who maintain detailed records of the 
financial transactions of school districts for budget 
control of expenditures or for any other .purpose 
are required to use this manual as a guide. 

Districts should identify the prigin of each 
school district expenditure by designating the 
appropriate program and object classifications on 
the orders or requisitions, commonly called war- 
rants or * warrant registers. The officials of the 
school district who have direct knowledge of the 
nature and purpose of each expenditure should 
make decidons regarding the' object classifications 
to be used for each expenditure at the time that 



litures 

ff 

commitments are made. The account or accounts 
to be charged should be selected when good's or 
services are ordered or when certificated or classi- 
fied employees are assigned or reassigned. 

Insofar as it is feasible, notices of employment, 
copies of contracts, and other school district 
documents relating to expenditures or to commit- 
ments that will become expenditures should bear 
the designation of the object for review and 
approval of county superintendents of schools. 
This procedure permits any questions concerning 
the classification of expenditures to be settled 
promptly. One decision regarding object classifica- 
tions can thus serve for the several disbursements 
• to be made at future dates, such as monthly salary 
payments. Furthermore, this procedure is neces- 
sary if the encumbrance plan of, accounting is 
employed by either the school district or the 
county superintendent of .schools. 

Whether or not object classifications are shown 
on commitment documents, such as notices of 
employment and copies of contracts, all school 
district orders should show the object classifica- 
tions applicable to such disbursement. A part of 
the examination and approval of such orders by 
the county, superintendent of schools should con- 
sist of making sure that the object classifications 
are correctly designated. County superintendents 
of schools should serve as coordinating officers to 
ensure that all school district officials understand 
and apply uniformly the definitions and instruc- 
tions contained in this manual. Where necessary, 
county superintendents should consult school dis- 
trict officials regarding each seemingly incorrect 
designation of the expenditure classification and 
advise the school district of any changes madfe by 
the office of the county superintendent. 

County superintendents of schools, when draw- 
ing requisitions on the funds of school districts in 
those relatively infrequent instances in which they 



are authorized or required by law to initiate the 
disbursements, should designate the object classifi- 
cations applying to such payments and inform the 
district of the date, payee, purpose, amount, and 
object classifications of each requisition so drawn. 
County superintendents should also notify the 
school district of the date, purpose, amount, and 
object classifications of any amount withdrawn 
from the funds of the school district other than by 
district order or county superintendent's requisi- 
tion and of the amounts withheld from apportion- 
ments of state funds that are to be treated as 
expenditures, such as the amount withheld for 
district repayments of school building apportion- 
ments. 

The object classincatioas should be designated 
on every warrant or warrant register i>o that county 
superintendents of schools may maintain the 
accountiijg records of expenditures* necessary for 
budget control of expenditures aikd for annual 
report purposes. 

The instructions in this part of the manual are 
applicable to the budgeting, accounting, and 
reporting of the General Fund and of all special 
funds of every school district. The designation of 
^^^Ipbject classifications applicable to any partic- 
ular 'expenditure shall not be understood to mean 
that such expenditure represents an expenditure of 
the General Fund or of any particular special fuxid. 
The selection of ^the fund for any particular 
expenditure must be made in accordance with the 
provisions of law; and jf two or more funds 
may legally be employed, the determination of a 
particular fund must be made by action of the 
governing board of the school district or of its 
administrators. 

The instructions in this pitrt of the manual 
^provide for the uniform identification and classifi- 
cation of all expenditures cff school districts and in 
the County School Servicisi Fund fl^al operations. 
They should be employed in the day-by-day 
accounting of expenditures during a fiscal year, in 
tk» preparation of the budgets of the County 
School Service Fund and school districts prior to, 
or at the beginning of, the fiscal year, and in the 




County superintendents of schools aic required to inainiuin 
controls of school district expenditures by objects under the pn.>- 
visions of Education Code sections 41014 and 4^2600, 



preparation of periodic financial reports, including 
annual financial reports at or after the close of the 
fiscal year. They should be used as guides in the 
accounting of the district expenditures by all 
officials of a district who have fiscal responsibilities 
and by county superintendents of schools and 
members of their staffs. ^> 
The school district and County ScJiool Service 
Fund **Annual Financial and Budget Report" 
furnished by the Superintendent of Public Instruc- 
tion contemplates the use of the accrual basis for 
the accounting of expenditures and use of a partial 
accrual basis for the accounting of income of the 
funds of school districts and the County School 
Service Fund, except for the Bond Interest and 
Redemption Fund. Tlie accounting and reporting 
of school district Bond Interest and Redemption 
funds either on the cash basis or the accrual basis, 
as determined by each county auditor, is accept- 
able to the Superintendent of Public Instruction. 

GENERAL INSTRUCTIONS 

Scliool districts^ and county supci uitcndcnta ot 
:»Uioois are required to report expenditures accoid- 
ing to the object classification plan presented in 
this part of the manual. 

Objects of expenditure represent all the things, 
whether goods or services, that may be purchased. 
Examples are salaries, supplies, and equipment. 

Objects of expenditure may be classified u\ 
mariy different ways. They may be grouped under 
summary headings, or they may be presented in 
great detail. Grouping under summary headings 
reduces volume -at the expense of clarity. Greater 
detail improves understanding but is costly to 
produce. In actUcU practice, considerable detail is 
used in developing budgets and recording expendi- 
tures; then, for reporting purposes, this detail is 
summarized undef more general classification 
headings. » 

All objects of expenditures listed in Part III, 
Expenditures, must be maintained by all school 
districts and county superintendents of schools in 
their day-to-day accounting of expenditures during 
a fiscal year. The use of these objects will facilitate 
the -preparation of bifdgets and the various finan- 
cial reports requested by federal, state, county, and 
local agencies. 



Mininium hxxdgfiUiy control of school districts' 
accounts by offices of county superintendents of 
schools must be maintained on the following major 
object of expenditure classifications: 
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Certificated Salaries 
Classified Salaries 
Employee Benefits 
Books, Supplies, and Equip 

ment Replacement 
Contracted Services and Other 

Operating Expenses 
Capital Outlay 
Other Outgo 
Appropria)tion for Con- 

tingendies 



SECTION A 
Objects of Expenditure Classifications, 
Their Content, and Instructions 
Regarding Their Use 

1000 Certificated Salaries ^ 

Certificated salaries are salaries for services that require a 
credential or permit issiied by the Commission for Teacher 
Preparation and Licensing. 

Salaries p^d to an employee on leave of absence 'shall 
continue to be charged in the same manner and to the same 
ac^ovint classification as was applicable while the employee 
was in active service for the district. 

1 1 00 Teachers ' Salaries : ^ 

Record the fxill-time, part-time, and prorated por- ^ 
tions of salaries for all certificated personnel^^^ 
employed to teach the pupils of the district or 
pupils in schools maintained by a county super- 
intendent of schools. Include salaries for teachers 
of special classes, teachers of exceptional children, 
teachers of physically handicapped and mentally 
retarded minors, substitute teachers^ and instruc- . 
tional television teachers. 

The separate recording of teachers' salaries is 
required by Education Code Section 4101 1 and is 
limited to salaries of certificated employees paid to ' 
teach the pupils of the district or pupils in schools 
maintained by a county superintendent. 
The following comments, interpretations, and defi- 
nitions are included to guide school officials in 



determining whether the total salary or a portion 
of the salary should be charged to classification 
1 100, Teachers' Salaries, 

The total salary is recorded in classification 1100, 
Teachers' Salaries, under the following conditions: 
The teacher is an employee of the district/office of 
the county superintendent in a position requiring 
certification qualifications. The teacher's duties 
require him to teach pupils of the district for at 
least one full instructional period on each school 
day for which he is employed, and he iS assigned no 
duties other than those that are connected with, or 
are extensions of, classroom teaching. Such activi- 
ties are limited to the following: 

1. Preparation for and evaluation of classroom 
work 

2. Extracurricular activities that arise out of 
classroom work and are an extension of it 
(e.g., class or club sponsorship, supervision at 
school functions, or chairing of an academic 
department) 

3. Management and instruction in a study hall 

4. Duties that are ordinarily assigned to certifi- 
cated personnel in connection with the cus* 
tody and control of pupils at recess, lunch 
time,.after school, or at other times 

The salary must be prorated jiinder the following"^ 
conditions: 

If a certificated employee teaches at least one 
instructional period each day that he is employed 
to teach and is also assigned other duties neither in 
connection with, nor extensions of, classroom 
teaching, his salary must be prorated and recorded 
in classification 1 100, Teachers* Salaries, and in the 
other classifications that provide for recording the 
expenditures for the other assignment. The amount^ 
rec6i:ded in classification 1100, Teachers' Salaries, 
is the product of the employee's complete salary 
adS the fraction of me full-time school day of the 
employee spent as a classroom teacher in the 
performance of duties that are in connection with, 
or an extension of, classroom teachii^, as limited 
herein. The remaining portion is then charged to 
the classification in which expenditures for the 
other assignment are recorded. It should be under- 
stood that some of the other assignments may 
pertain to work outside the field of teaching; and if 
a teacher performs such assignments, it will be 
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necessary to prorate a portion of the salary to 
subordinate classifications other than 1100, 
Teachers* Sabriesi; 

The term other assignments includes, but is not 
liniited to, assignments usually and specifically 
assigned to certificated persons employed in the 
following types of positions: 

^ 1. General si!^rvisors, coordinators, directorsv 
specialists^ coitmltantsv supervisors of special 
subjects or grades, and certificated assistants 

2. Principals, vice-principals, assistant princi- 
pals, deans, and assistant deans in individual 
schools 

3. Librarians, a^tant librarians^ audiovisual 
personnel, counselors, nurses, psychologists, 
psychoinetrists, audiometrists, and guidance 
and attendance, personnel 

The term other assignments also includes, but is 
i^ot liniited to, assignmeots usually and specifically 
assigned to persons in the classified service em- 
ployed as school bus driver, custodian, secretary to 
the governing board, and supervisor in transpor- 
tation. * 

t V 

1 200 School Administrators ' Salaries 

Record thQi^full4ime, part-time, and prorated por- 
tions of salaries of principals, vicl!|>rincipals> 
administrative deans in individual schools, and 
other personnel performing similar duties. 

1300 Supervisors" Salaries 

Record the full-time, f^art-time, and prorated por- 
tions of salaries for certificated personnel engaged 
in the supervision of instruction, including general 
supervisors, coordinators, directors, consultants, 
and supervisors of special subjects or grades and 
their certificated assistants. 

NOTE: The term supervision is used to designate 
those activities having as their* purpose the dctual 
improvement of instruction under the direction of 
supervisors and assistants. Such activities include (1) 
personal conferences with teachers on instructional 
problems; (2) classroom visitation; (3) group confer- 
ences with teachers; and (4) demonstration teaching. 

1400 Librarians' Salaries 

Record the full-time, part-time, and prorated por- 
* tions of salaries of all certificated personnel per- 
forming services of a librarian.. 




1 500 Guitlance, Welfare, antl Attendance Salaries 
Record the fuU-time, part-time, and prorated por- 
tions of salaries of social workers and all certifi* 
* cated personnel doing pupil personnel work; 
psychologists and psychometrists; and counselors. 

1 600 Physical arid Mental Health Salaries 

Record the full-time, part-time, and prorated por- 
tions of salaries in payment of health services 
rendered by physicians, ocuUsts^ dentists, and 
dental hygienists, nurses, > optometrists, school 
audiometrists, psychiatrists, otologists, "chirop- 
odistSy and such other persoimel as are authorized 
in the field of physical and mental health and who 
are on the payroll of th^ school district. 
Expenditures for health services by personnel not 
on the payroll of the school district are recorded in 
classification 5100, Contracts for Personal Services 
. of Consultants, Lecturers, and Others. 

1700 Superintendents' Salaries 

Record the fuU-time, part-time, and prorated por- 
tions of salaries of superintendents and of deputy, 
associate, area, and assistant superintendents in 
districts and offices of county superintendents of 
schools (Education Code sections 35028, 35030, 
44065, 44066, 44069, and 35029). 

1800 Other Certificated Salaries of District and 
County Administrative Offices 
Record the full-time, part-time, and prorated ppr- 
tions of salaries of administrative assistants and 
directors of administrative activities such as pupil 
services or special projects. 

1 900 Other Certificated Salaries 

Record full-time, part-time, and prorated portions 
of salaries for all certificated personnel that do not 
fall within one of the categories specified (e.g., 
resource specialist, program specialist, certificated 
civic center employee, resource teacher not per- 
forming duties as classroom teacher, and certifi- 
catecfnoon playground supervisor). 

20D0 QassiTied Salaries 

Classified salaries are salaries for services that do not require 
a credential or permit issued by the Commission for 
Teacher Preparation and Licensing. 

Salaries paid to an employee on leave of absence shall 
continue to be charged in the same manner and to the same 



account classification as was applicable while the employee 
was in active service for the district. 

0 

210O Salaries of Instructional Aides for Direct 
Teaching Assistance 

Record total salaries paid to instructional aides 
who are required to perform any portion of their 
duties under the supervision of a classroom teacher 
or a special education resource specialist (Educa- 
tion Code sections 56334 and 41011). 

2200 Classified Salaries of Personnel in County 
Superintendents' Offices and District 
Administrative Personnel 

Include governing board members and personnel 
commission members. Record the full-time, part- 
time, and prorated portions of salaries of super- 
visory personnel who are business managers, con- 
trollers, directors, chief accountants, supervisors, 
purchasing agents, assistant superintendents, and 
superintendents. (For assistant superintendents and 
superin^tendents, see Education Code sections 35028, 
35030, 44065, 44066, 44069, and 35029). 

2300 Clerical and Other Office Salaries 

Record the full-time, part-time, and prorated por- 
tions of salaries paid to clerks, secretaries, accoun- 
tants, bookkeepers, machine and computer opera- 
torsTSlrt-'SWitchboard operators under the appro- 
priate program(s) for which they serve. 

2400 Maintenance and Operation Salaries * 

Record the fuU-time;' part-time, and prorated por- 
tions of salaries paid to maintenance and operation 
persormel as follows: 

Maintenance: carpenters, painters, plumbers, elec- 
tricians, and so forth. 

Operations: custodians, matrons, general utility 
workers, firemen, dairy workers, watchmen, gar- 
deners, elevator operators, warehouse workers, 
delivery personnel, truck drivers, and so forth. 

2500 Food Service Salaries 

Record full-time, part-time, and prorated portions 
of salaries of nutritionists, cooks, helpers, and all 
other food service personnel except those engaged 
in the management of the food services program on 
a districtwide basis. The salary of a classified 
director of food services at a single site is recorded 
under object classification 2500. 



The salary of a classified director of food services, 
if districtwide, is recorded under object classifica- 
tion 2200, Classified Salaries of Personnel in 
County. .Superintendents' Offices and District 
A dministrative Personnel. 

The salary of a certificated director of food 
servic^, if districtwide, is recorded under object 
classification 1800, Other Certificated Salaries of 
District and Cotinty Administrative Offices, 

2600 Tratisportatiott Salaries 

Record the full-time, part-time, and prorated por- 
tions o|^ salaries paid to bus drivers, mechanics, 
field coordinators, gasoline pump attendants, and 
all other personnel whose assignments are related 
. to the transportation of students. 

2900 Other Classified Salaries 
^ Record full-time, part-time, and prorated portions 

of salaries not identifiable with object classifica- 
tions 2100 through 2600 (e.g., noon supervision 
personnel, students, <:ommunity aides, health aides, 
hbrary aides, and biiilding inspectors). 

3000 Employee Benefits 

Record all expenditures for employers* contributions to 
retirement plans and for health and welfare benefits for 
employees or their dependents, retired employees, and 
board members. 

3 1 00 State Teachers * Reiiremeni System Fund 

s 3200 Public Employees * Retirement Fund 

3300 Old Age, Survivors, Disability, and Health 
Insurance 

3^00 Health and Welfare Benefits 

3410 Health and Welfare Benefits for 
Teachers and Jnstrpctional Aides 

3420 Health and Welfare Benefits for All 
Other Employees 

4 

3500 State Unemployment Insurance 

3510 Unemployment Insurance for In- 
structional A ides 

3520 Unemployment Insurance for All 
Other Employees 



3600 Workers ' Cqufpensation Insurance 
3900 Other Benefits 

4000 Books, Supplies, and Equipment Repbce- 
ment 

Record under the^Q^ropriate subclassification all purcHases 
by contract or by purchase order for books, supplies/ and 
equipment feplacemisnt; include costs for freight and 
cartage. 

4100 Textbooks (In' accordance with state re- 
quirements) 

Record under the appropriate subclassification the 
total amount expended each year gn supplemen- 
tary textbooks or basic textbooks; include teach- 
ers' manuals and teacher editions. Definitions to be 
employed in classifying the expenditures follow: 

Elementary 

For elementary school* including grades seven and 
eight of junior high school, *'state textbooks" are 
those textbooks adopted by the State Board of 
Education for use in .elementary spools. ^ 
A "basic textbook' i^ a voluitie intended for use by 
pupils as a principal source of study material for 
th^ completion of a subject or course. In style, 
organization, and content it should meet the basic 
jequirements of the subject course fo^ which it is 
intended. 

A "supplementary textbook" is a volume that 
covers part or all of a subject or course btf^ is not 
intended for use as a basic textbook. A supplemen- 
tary textbook is intended to supply information in 
addition to,, or in extension of, information pre- 
sented in the regular or basic textbook. The 
governing board may purchase and adopt supple- 
mentary textbooks in addition to those free text- 
books supplied to the district. "'Supplementary 
textbooks" shall be distinguished from reference or 
library books by the fact that they are supplied in 
quantities permitting use by a group or the entire 
class. 

Teachers* manuals and teachAsr editions relate to 
the specific basic or supplementary textbbi^k in- 
^ tended for teachers* use rather than for pppils^ 
use. ^ ' 

HighSchoql 

For high school, including grajdes nine through 
\ twelve, "textbooks'*, (as defined in tAe California 

er!c, . , . - 



Administrative Code, Title 5, Education, Section 
^S^^O [a]) that ase adopted for use as high school 
textbooks by the governing board of the district 
under provisions of Education Code Section 60400 
shall be recorded in classification 4100, TexthookS. 

EduesftTon Code Section 60400 provides that only 
textbooks produced by publishers who Have Hied a 
bond with the State Board of Education may be 
adopted by the governing board of a school district 
for use as textbooks in the schools of the district. \ 
School officials Should distinguish textbooks ^n ^ 
. the basis of adoptions made by the governing bqpd 

of the district. " * i 

Teachers' manuals and teacher editions relate to 
the specific basic or supplementary textbook in- 
tended for teachers' use rather than for pupils' use'. 

, - 4110 Textbooks (General Purpose Funds) ' 
Record regular purchases of textbooks. 

4 1 40 Textbooks- (Education Code. Section * 
V 60242, Kindergarten Through Grade 
Eight Only) 

Record purchases of textbooks with funds 
apportioned by, the state for instructional . 
materials purposes under Edu.^tion Code 
Section 6(ji242. ' \ \ 

4200, Other Books 

Record under the appropriate subclassification 
expenditures for (1) books that have hot been 
adopted by the proper authority for use as text- 
books; (2) books such as reference books that are 
available for general use by students even though 
such books may be used solely in the classroom; 
and (3) all other books used for referfcnce purposes 
supplied in quantities too small for group use. In 
accordance with state requirement^:, library books 
are included. 

-Expenditures for periodicals, magazines, work- ^ 
bcAbks, test materials, drill books, or, exercise pads 
and Department of Education bulletins and the like 
. are ^recorded under J object classiflcation 4300,. 
Instructional Materials hnd Supplies. 
Expenditures ' for school library* t)ook^ for"a new 
school library or for material expansion are re- 
corded under object classiflcation 6300, Books and 
Media for New School Libraries or Major Expan- 
sion of School Lib^raries: ^ 




42 1 0 Other BooHs (General Purpose Funds) 
Record regular purchases of other books. 

4240 Other Books (Education Code Sec- 
tion 60242, Kindergarten Through 
Grade Eight Only) 

Record purchases of other books with 
funds apportioned by the state for instruc- 
tional materials purposes under Education 
• Code Section 60242). 

4300 Instructional Materials and Supplies 

Record under the appropriate subclassiflcation 
expenditures for all supplies to be used by pupils, 
teachers, and other personnel in connection with 
the instructional program. Include all tests, peri- 
odicals, magazines, workbooks, and any other 
supplies used in the classroom. Exclude any items 
of equipment as flefmed in Part IV. 

4310 Instructional Materials and Supplies 
(General Purpose Funcfs) 
Record regular purchases of instructional 
materials and supplies. 

4340 Instructional Materials ^(Educ^tion 
Code Section 60242, KinHerparten 
Through Orade Right Only) 

Record puff^hases of instructional matenals 
with fund^ sjpportioned by tH« <;tat^ fo? 
instructional materials purpo'"-- n'^rt x'f\u 
ru*'}f>n <"'vde Section f-O?^^ 

4400 Instnsrtional Media Materials and Supplies 
Record und^r the appropriate suh< 'assification 
expenditures for purchases, only /of all instmc 
tional media materials and suppli<*s for u^*^ in 
library and audiovisual programs. ExrluHp !»nv 
items of equipment as defined in Part IV. 

Expenditures for rentals of materials are recorded 
under object classification 5600» Contracts^ Rettts, 
and Leases, 

"Instructional media materials" means those 
printed and published instructional materials that 
are suitable for use by. and are to be used by. 
children and teachers in elementary and secondary 
schools and in library and audiovisual programs and 
that with reasonable care and use may be expected 
to last more than one year Include such items as 



periodicals^ documents, pamphlets, photographs, 
reproductions, pictorial or graphic works, musical 
scores, maps, charts, globes, soun4 recordings 
(including 6ut not limitec) to those on tapes and 
discs), processed slides, transparencies^^iilms, film- 
strips, kinescopes and videotapes, processed micro- 
rilm« models, realia, or any other printed and 
published or audiovisual materials of similar nature 
made by any method developed. 
''Instructional media supplies*' means those sup- 
plies necessary for the cataloging, processing, stor- 
age, and retrieval functions of the instructional 
media program. Supplies include, but are not 
limited to, blank magnetic audio tape and video-^ 
tape, unproce^d photographic film, unprocessed 
transparency film and transparency production 
supplies, and other supplies necessary for book and 
audiovisual cataloging and processing. This ternir 
does not include furniture and equipment neces- 
sary for the media program. 

Expenditures for motion picture film and video- 
tapes of a material cost are recorded under object 
classification 64 1 0. Audiovisual Equipment. 

44 10 Instructional Media Materials (Gen- 
* eral Purpose Funds Only) 

Record regular purrha<?es of insfT«»rfion?il 
media in^terials 

^'^^^ Instructional Media SupnUes f^>M 
eral Purpose ^ utHs On'(^) 

^ '1^ Instructional Media Mntefials <Edu- 
c;ition C'o'^e 5?ectio'» 602^ Kin 
dergart<»n T hmugli C W aH p F i^h t 
Only) 

Record purchases of instructional media 
materials with funds apportioned by the 
state for instructional materials purposes 
under F.dncation Code Section ^0242. 

4 5 00 Other Supplies 

Record expenditures for other supplies such as 
custodial, gardening, and maintenance supplies^ 
other supplies for, operation, repair, ^nd upkeep of 
equipment, buildings and grounds, and vehicles: 
and other medical and office supplies. < 
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4600 Pupa Tramportation Suppttes 

Record expenditures for fuel, oil, tlres^ parts for 
repair, small to'ols, and so forth. 

4700 Food Services 

Record under the appropriate subclassiflcatite 
expenditures for all food ahd supplies used in food' 
service programs or in a particular program or 
project. 

4710 FooA 

Record expenditures for food used iryfood 
service programs for breakfast, snacks, 
loach, and so forth, other than for instruc* 
tional purposes. 

Expenditures for food' used for instruction 
in a regular classroom (e.g., in a cooking 
class) are recorded under object classiflca- 
tion 4300, I^iructional Materials and 
Supplies. 

4720 Meals for Needy^upib 

4790 Other Food Services SuppHes 

4800 Equipmen^eplacement 

Record expenditures for articles of equipment, as 
' defined in Part IV « that are replaced on a piece-for- 
piece basis. 

5000 Contracted Services and Other Op^rtiting 
Expensefr*^ 

Record expenditures under contracts for personal 'services, 
rents and leases, and other operating! eyr**P^t<»c «iirh a< Hu^^q^ 
travel, insurance, utilities, and legal. 

5 1 00 Contracts for P/frsonal Services of Cortsul- 
tants. Lecturers, and Others for Direct 
Assistance to Teachers, Pupils, or the Cur- 
riculum or He(i\th Programs 

5110 ContrMts for Personal Services (Gen - 
eral Purpose Funds) 
In^de Western Association of Schools 
and Colleges (WASC) reports and testing 
services. Record expenditures under con- 
tracts for services provided by the county 
superintendent of schools, other school 
districts, or private enterprise. 

5 1 40 Contracts for Persorutl Services (Edu- 
cation Code Sectiqn 60242. Kin- 



dergarten Through Grade Eight 
Only) 

Record expenditures for personal services 
of consultants to assist in use of state- 
adopted-instructional material^ with funds 
apportioned by the state for instructional 
materiak purposes under Education Code 
f Section 60242. Record all other expen- 

* ditures for personal services under classifi- 

cation 51 10. 

5 200 Travel and Conference Expense 

Record reimbursements for actual and necessary 
expenditures incurred by employees and other 
district representatives for travel and conferences 
(Education Code sections 35044 and 44032). 

5300 Dues arul Metnberships 

Record the membership fee of any district or 
school in any society, association, or organization 
as authorized by Education Code Section 35 1 72. 
Record the membership fee of the governing board 
in. any organization as authorized by Education 
Code Section 35172. 

5400 Insurance 

^410 Fire and Theft 

Record expenditures for all forms of insur- 
ance covering the loss of. or damage to. 
property of the school district from fire, 
theft, storm, or any other cause. Also 
record here costs for appt?ii«'al^ of prop#»Ttv 
for insurance purposes 

^420 Liability Insurance 

Record expenditures for insurance cover 
age of the district, its officers, and em- 
ployees against losses resulting from 
property damage or public liability. 

5430 Fidelity Bond Premiums 

Record expenditures for any bonds guaran- 
teeing the school district against losses 
resulting from th^ action of its employees. 

5440 Pupil Insurarwe 

Record expenditures for accidental death 
insurance and medical and hospital imwr 
ance for pupils. 
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5500 Utilities and Housekeeping Services 

Record expenditures for water, fuel, light, power, 
telephone, waste disposal, laundry and drycleaning, 
and 80 forth* Include contracts for these services. 

S600 Contracts. Rents, g/fid Leases 

Record payments for rentals for, or leasing of, 
land, playground sites, athletic flelds, equipment, 
nand buildings. 

Record payments to independent vendors for 
purchase orders or contracts for transportation, 
maintenance, and repairs to buildings or equip- 
ment. 

Record contracts with architects for repairs. 
Record contracts for audiovisual services, Hbrary 
services, arid services not otherwise designated. 

5 700 Legal, Election, and A udit Expenses 

Record assessments for other than capital improve- 
ments, including state assessment for nonuse of 
school sites. 

Record advertisements of bond sales and advertise^ 
ments required by law. 

Record 'ijudgments, lawyers' fe<*«i. el**rtion costs, 
audit costs, and so forth. 

Assessments for capital improvements arr recorded 
under object classification ^>ton C/v^« 
provement ofSfte^i, 

Advertisement! n'^f rVquire l by ls>w (eie , employ 
men* noti''^"^ '"^ t.o'Wf fj ;* « u.^-wi, .^ 

<:9f><> Other Services and Experts^ f^^ i rlminht? n 
five Dhtricf^ide Operation 
Record ^expenditures for surveys, appraisals, and 
costs of and interest on loans; physical exarrnina 
tions; fingerprinting: X rays: payments for damage 
to personal property; advertisements not requir«>^ 
by law;.and so forth. 

Appraisals in connection with site purchases are 
recorded under object classification 6\00, Sites and 
Improvement of Sites 

5 ^00 Iffferprogram gorges and Credits for Direct 
and Indirect Support Services 
This object classification is not a budgetary classi fi 
cation but is a transfer classification to be used 
only to transfer interji^rogram dehit*^ j^nd cTPdi^s for 



direct and indirect support services, materials, and 
equipment. (See discussion on procedure in Section 
B, Part III.) 

6000 Capital Outlay 

Record under the appropriate subclassiflcation capital 
outlay expenditures for sites, buildings, books, and new 
equipment. 

6100 ' Sites and Improvement of Sites 

Record expenditures for each of the following: 
Acquisition of land and additions to old sites and 
adjacent ways. Include incidental expenditures in 
connection with the acquisition of sites, such as 
appraisal fees, search and title insurance, surveys, 
and condemnation proceedings and fees. Ifa site is 
not purchased after the appraisal or survey, record 
the expenditure in classification 58(X), Other Ser- 
vices and Expense for Adtninistrarive Districtwide 
Operation, Include demohtion costs for removal of 
old buildings on newly acquired sites. 
Improvement of new and old sites and adjacent 
ways. Include . such work as grading, landscaping, 
seeding, and planting shrubs and trees; const^ructing 
new sidewalks, roadways, retaining walls, sewers, 
and storm drains; installing hydrants; treating soil 
and surfacing athletic fields and tennis courts for 
the first time; furnishing and installing, for the first 
time, fixed playground apparatus, flagpoles, j^ate 
wavs. fences, and underground storage tanks that 
are not pa^^s of hui'ding service systenis; and doin^ 

Hemoiiti^ '^ ''W in • •m^i^*** ti<>f» n'«*M» ittt|tf« ■ on>rf>« 
of site's 

Pay'fnrrti nj \prriai a'^se^xtrif its Ificlude assess 
ments i^ain''^ the school Hfstrif^ for capital improve 
ments suc^' as stre'^ts. curhc servers dra'Ms. and 

pedestriai' ♦ui>i)<»1<: wl^athn or •?rhf^<»l 

property 

(^?00 Buildings and Improvement of B^ldi^gs 

Record costs of const mction or purchase o^ na^ 
, buildings and additions and replacement of (Obso- 
lete buildings, including advertising: a^hiteetural 
and engineering fees; blueprinting; inspection ser 
vice (departmental or contract): tests and examina- 
tions; demolition work in connection with con- 
struction of new buildings: installation plumbing: 
installation of electrical, sprinkling, or warning 
H#»vicp<5: installation h^qting and ventilating 



fixtures, attachments, and built-in fixtures; and 
other expenditures directly related to. the construc- 
tion or aci)uisition of buildings. ' 

6300 Books and Media for New School Libraries 
or Ma/or Expansion ofScltool Libraries * 

6310 Library Books 

6320 Library Materials 

Refer to object classification 4400^ Instruc- 
tional Media Materials and Supplies, for 
definition of instructional media materials. 

64QQ Equipment 

. Record expenditures for initial and additional 
items of equipment, such as furniture, vehicles, 
machinery, motion picture film, videotape, and 
furnishings that are hot integral parts of the 
building or building service system. Equipment is 
defined in Part IV of this manual. 
Piece-for-piece ^ replacements of equipment are 
recorded under object classification 4800, Equip- 
ment Replacement, 

Ifiitial additional built-in fixtures that are an 
integral part of the building or building service 
system are recorded under object classifies Hon 
6200, Buildings and Improvement of Bwld^nfts 



6410 A udiovisual Fquipnf^nf 

fi420.^^ihyary Equipment 

64^0 Food Service Equipment 

f^440 Pupil Transportation f qftirnirni 
Including /V^h* Buses 

6400 A II Other Equipment 
Note 

A district may use day labor or force account within the 
limits of the law (Education Code Section 39649) to 
improve new or old sites, construct or improve buildings, 
and fabricate equipment. The expenditures for such day 
labor or force account, including materials, shall be a direct 
charge to the Facilities Acquisition and Construction 
program. Such expenditures may include salaries of mainte- 
nance personnel (object classification 2400, Maintenance 
and Operation Salaries)^ fringe benefits (object classifica- 
tion 3000, Employee Benefits) y and necessary materials and 
supplies (object classification 4500, Other Supplies), 



7000 Other Outgo 

7100 Debt Service 

Debt "service consists of expenditures for the 
retirement of debt and for interest on debt,.except 
principal and interest on current loans (money/ 
borrowed and repaid during the same fiscal year). 

ijlxO Annual Repayment on Account of 
Public School Building Apportion- 
Htent 

k 

Annual Repayment on Account of 
State School Buildirig Apportion-- 
ment 
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7130 Bond Redemption 

7140 Bond Interest and Other Service 
Charges 

Record expenditures for bond interest and 
bbnd and coupon service fees. 

7 1 50 Repayment of State School Building 
Fund Aid by Warrant to the State 
Treasurer Out of Proceeds from iSales 
of Bonds (Education Code Section 
16058) 

"7 T fiO Payments to Original Dhiriri for 
Acquisition of Property 
Record expenditures to cover the liability 
of a ''new school district" tr> the <>nginal 
district for its proportionate share of the 
bonded indebtedness of the orig^'^^i Hi«!t»»' * 
(Fducation rod<» S*»rt*v»T^ 114?) 

71 90 Other Payments 

7200 Outgoing Tuition 

7210 Tuition for Junior Ht^h School 
(Grades Seven and Eight) (Education 
Code sections 37062- 37071) 

7220 Tuition for Instruction Under Inter- 
district Attendance Agreements 

Record tuition under interdistrict atten- 
dance agreenients for general or specific 
instructional services, including transporta- 
tion, for designated pupils (Education 
Code sections 46600 - 46610), 
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7230 Tuition for Instruction Provided in a 
Tuberculosis or Folio Ward 
Record tuition for education provided in a 
tuberculosis or polio ward, hospital, or 
sanatorium maintained by a county or 
group of coimtie$ (Edtication Code sec- 
tions 56750-56752). 

7240 Tuition and Transportation of Chil- 
dren Attending Classes for Handle 
capped 

Record tuition and transportation costs of 
children attending classes for physically 
handicapped (Education Code sections 
1850 and 56709); educationally handi- 
capped (Education Code Section 56602); 
multiply handicapped (Education Code 
Section 56031); and mentally retarded 
(Education Code sections 1880, 56519, 
and 56529) maintained by a county super- 
intendent qf schools or by other school 
districts. 

7250 Tuition for Regional Occupational 
Centers or Programs (Current ^ 
Expense) 

Record tuition paid (for current expense 
only) to those regional occupational cen* 
ters or programs operated und<*r a joint 
powers agreement. (See obi<»ct 'classifica- 
tion 7290, Other Tuition, for regional 
occupational centers or p*'^(jTnTM<; '>p*'Tr>**^d 
hv other school districts ) 

7260 Tuition for Regional Occupational 
Centers or Programs (Capital Outlay ) 
Record tuition paid (for capital outlay 
expense only) to regional occupational 
centers or programs operated by other 
school districts or county superintendents 
. of schools; and regional occupational cen- 
ters operated under a joint powers agree- 
ment. 

7270 * Tuition for Nonimmigrant Children, 
Noncitizen Children, and Children 
Residing in Foster Homes and Chil- 
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drens Institutions (Education Code 
sections 42900-429 11). 

7280 Tuition for Exceptional Children^ 

Record tuition paid for the education of 
exceptional children for whom no appro- 
priate special education facilities and ser* 
vices ' are available or can be provided 
(Education Code sections 56030—56038 
and 56332), 

7290 Other Tuition 

Record tuition paid (for current expense 
only) to those regional occupational centers 
or programs operated by other school dis- 
tricts not under a joint powers agreement. 
Also record tuition not otherwise identified. 

Note 

Interdistrict payments for specific services provided by 
one school district for another (such as health, administra- 
tion, instruction, or transportation services provided the 
pupils of one district by another district) should be charged 
to object classification 5600, Contracts, Rents, and Leases, 
and to the apprppriate program for the service. When such 
an interdistrict payment is received, it must accounted 
for and recorded on ?ny finkncial reports the disinct 
receiving th** pnvTrip»>t a T<*r1nc*i<>'^ of f*v^'>cr<'ir if^t 
*?Mrh service. 

Two school districts contract with each other f'->r 
pupil transportation services. The foU^wing pT'^rr/im ic 
used in reporting such transactions: 

C>i?ttrict A, which receives pupil trarisportation ser 
\ vices, charges object classification 5600. Corhtracts. 
I Rents, and Leases, and the Pupll^ Transportation pro- 
/ gram. 

District B, which performs the services, records 
income (reimbursement from district A) as an abatement 
to the appropriate object of expenditure for such 
services and thereby reduces the expenditure charged to 
the Pupil Transportation program. (Objects of expendi- 
ture that may be abated for such income are classifica- 
tion 2600 for salaries, appropriate subclassifications of 
the 3000 series for employee benefits, classification 
4600 for supplies: classification 4800 for equipment 
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replacement, classification 6440 for new eqmpment, and 
any others appropriately charged in the^performance of 
the service.) 

If the actual expenditures for abateipent purposes 
cannot be identified, the total income received shall be 
allocated on a reasonable basis to object classifications 
2600, 3000, and subclassificaUons 460,0, 4800, 6440. and 
others; and to the appropriate program. ^ 

The gross amount expended^ the amount recovered by 
payments from one or more other districts, and the net 
amount of expense are desirable for local cost studies. 
Costs should be available for^tate reports if requested. 

For accounting of interdistrict payments for cooperative 
projects, see section III -C of this manual. 

7300 Interfund Transfers 

Record the^following trSnsfers: 

73 1 0 From the General Fund to the Child 
Development Fund and the Develop- 
ment Centers for Handicapped Pupils 
Fund (Education Code Section 
41013 and California Administrative 
Code, Title 5, Fducation, sections 
15050 15052) 

T^70 Between the General Fund and the 
Special R eserve Fu nd (Ed n r n t i n ? ^ 
Code <:<>rtions 4?«4?^ 

'''' To fhe Fuhllc School Building Fund 
or io the State School ftui/Hing Fund 
from All Other Funds of Dhfrict 

160Q5> 

Reroid tTan«;fei*f of any iPon^'*s of the 
district thai are required to be expended 
for the project for which <:iich jippoTtif>r» 
ment was made . 

7340 From the Bond Interest and Redemp- ^ 
tion Fund to the General Fund 

Record transfers of monies from the Bond 
Interest and Redemption Fund» after all 
pdncipal and interest payments have been 
made» to the General Fund or to the 
Special Reserve Fund (Education Code 
sections 15234-15235). 

7390 Other Authorized Interfund 
Transfers 



7400 Other transfers 

7410 From Furuis of a Lapsed or Reorga- 
r nized School District to Another 
School District (Education Code Sec- 
tion 35724) 

7420 To the County School Service Fund 
for the Education of Mentally Re- 
tarded Minors 

Record, transfers in school districts with 
less than 901 units of average daily atten- 
^ dance in the elementary schools of the 
district (Education Code Section 1880). 
The funds are raised by ^ special tax and 
' transferred by the county auditor. 

7430 To the County Schdol Service Fund 
for Special Education Students (Edu- 
cation Code Section 1 705) 

7900 Appropriation for Contingencies (formerly 
Undistributed Reserve) 

Appropriation for contingencies is that portion of 
the current fiscal year's appropriation that is not 
designated for any specific purpose but is held 
subject to the intrabudget transfer; ♦hat is, transfer 
to other specific appropriations as needed during 
the fisc;*] year. No expenditnt > si all ev^M V' 
f ?('*^^r'lf»d under th'^ cla^"''* " ' ' » ' 

' ' ■ ■ ' » "-i/J ■ a * I'M* r>» J\ 

SFCTlOH>B 
r>ir©ct Costs, Dif<^1ct Support Coytc. 
and Indirect Cost Distribution 

The distribution of direct cofits to all programs 
and the sub^^equent distribution of d«rect support 
and indirect costs provides the mef^ns for assessing 
the fiscal impact of Operating all programs. This 
kind of cost identification is critical to the develop- 
ment of a meaningful management information 
system. 

Methods of allocation of direct costs and distri- 
bution of direct support charges and indirect 
charges are presented heretri for Hptprminnti<^n of 
total program costs. 

y Direct <'osts 

Direct costs are those expenses whi'^h can be 
charged directly as a part of the ro«?t of a product 



>er|c 



60 



or service, of a department or operating unit, or of 
a program. Direct costs are distinguished from 
direct support costs, which can be distributed 
among one or more programs, and indirect costs, 
which must bq distributed to all instructional 
programs, special projects, and auxiliary programs. 

All direct costs charged to programs are classi- 
fied as- objects of expenditure. These objects of 
expenditure are discussed in detail in Part 111, 
Section A, (See also Exhibit 1-D-l, Normal Object 
Classification of Expenditures by Major Program 
Functions,) * 

Direct costs should be charged to the program 
most clearly identified with the purpose for the 
cost. Examples of costs easily identified with a 
particular program are teachers' salaries, bus 
drivers' salaries, and textbooks, 

Ojher direct costs such as employee benefits, 
substitute teachers* salaries, and miscellaneous 
instructional supplies— costs that are not so easily 
related to specific programs— may be charged to 
holding (suspense) programs for subsequent re?^1 
location to using programs. 

Direct Cost Prorations 

Direct c^>st prorations may be defined as the 
assignment or distribution of costs to programs in 
prop'>rtion to the b'^'^efits ^A\r\\ expenditure pro 
vide in accordance with a foiniula or other 
equitable proceduf" I w<> kinds '^'f d^^^^t costs 
require proration tlir^e ch^r^e<\ In ^ hoM^ne 
pfogram ^or s^ih^^fw^upr^ t 'eallorntir \ ?• <i f ' -fie s» lit 
betwe**n two < t 'no? » pT^f*- ♦i^'* < 

initi;)! leroTfliup H*- • rvi - 

The holding fvm^om i^ a su^ir'ense arconnt. 
which bold'^ tb'* costs tenirorarilv uTitil tl^ey are 
assigned to tbe fippropriate nsing propmm. Direct 
costs sucb as employee benefits, substitute 
teachers* salaries, and miscellaneous instructional 
supplies are difficult to assign directly because they 
are lump sum payments. The use of holding 
programs facilitates timeliness of detail accounting 
processes and allowi^ for clear deterTniuation of the 
appropriate placement of charges. 

Substitute teacher salaries The method of 
allocating the costs of short- and long-term sub- 
stitute teacher^ should he based upon the number 
of <"prt ifirn tpH tenrln'ng peT«;onne1 eligible f/^r cub 



stitutes. Since the salaries of substitutes may be 
considered a fringe benefit of the teacher and a 
normal cost of all programs, both long- and 
short-term substitutes' salaries may be charged to 
all progranjis on a pro rata basis. 

The total cost of employing substitutes ijiay be 
divided by the number of eligible certificated 
teaching personnel and allocated to the pro-ams 
in proportion to the number of eligible certificated 
teachers in the program. Collecting these costs by 
site may be preferred so that the proration is 
relative to experience at each site. The proration is 
made monthly from a holding program in General 
Support* 

Employee bertefits. It is recommended that the" 
holding program for employee benefits be located 
in General Support. For example, the personnel 
program might be used for holding purposes. The 
proper object of expenditure is^ used with the 
initial charge to the holding program, as in the 
following example: 





Deta'ied expense code 


Amount 


Description 


Site 


Objec* 


Pro- 
gram 


Oehit 


OroHit 


'^^TRS Fund Ex 
'^ns© (holding) 




'J ion 


XXV 






^ash in C<><"v»v 
T rpasurv 






V W 






' istructional Pro 
gram E'nplov7»o 
'^pnnfrt Expo 


1 r» » 










''TRS rurv<' 
(Molding) 


500 


V 

3100 


KXX 




3,500 



NOTF 7»'e two entri'^s r«pres^fU (a) '^^e initial rpro"'iir'q o< a Statp 
Tp£»clt'^rs npt'r«"">nt 5>vstrf»i J ur)'"* Hlshurspnvpn t in its pr opor 
ohjprt a/irj hrHdir^g rHOgrarrr p'^d (b) thfi SMbs^^qopr^t proration '^f a 
share o' thp f5tat<i 'prw^prs RptirprTt^nt SystP'M Tnnd fron^ »he 
holding prooram to Instrcctional orogra^TV f or purr^osps of 
making thi-^; p'nplov«3^benefit evr^nsp Bllocatior^, factors 'nay bp 
established irt the ppyroli «;vstern representing arrioun ts per certifi 
''3rorl prnplov<»e a*»d nrt^r^upf?- pp, r;lA<;<:if)<>H pf»iploypo. < o«*op<': 'i voly 

Miscellaneous insfructiofial supplies Miscel- 
laneous instructional supplies that are not identi- 
fiable with specific instructional programs at the 
f 'time of purchase should be charged to a holding 
program (s\jbclassification of object of expenditure 
classification 4300) in the instructional administra- 
tion or instructional media programs for subse- 
quent distribution. The miscellaneous supplies 
should be allocated monthly to the instructioTial 
pTOfrrfiTUQ hfised on nctual u^ingf* or oti t}ip rntio of 
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each program's enrollment to the total accumu- 
lated enrollment of all instructional programs. 

Two or More Programs 

Salaries of prersonnel working in two or more 
programs 5ire prorated on the basis of time spent in 
each program. Equipment and services utilized by . 
more than one program are prorated on the basis 
of equipment usage and the percent of service 
provided to each program. 

Direct Support 

Direct support charges constitute a reallocation 
of portions^of the direct costs accumulated in the 
various support programs. In order to comply with 
the requirements of the Annual Financial Report 
of Programs as well as requirements of certain 
other programs for which these direct support 
charges are required for state reporting, each 
district superintendent and county superintendent 
shall allocate the portions of the direct costis in the 
support programs for services rendered to the 
instructional programs, special projects, and auxil- 
iary programs. The following criteria may ' he 
applied to identify a charge as direct support: 

1 The costs of services are rendily and reason- 
ably identified as <:iiprorf to p rartiriilar 
program. 

^ The adminiKtratf^r of th^ usw*g r^rogiam 
usually \\^^ sorhe control over. '*t f^-cip^w) 
sibility fdr. th^ costs of services. 
The cost? oi.^^^^^$ in qiiest^OTt woviM rm 

Hi*;continupd 

One evRTt^ple a direct s\jpport charge is the 
cost for a field trip ch^^rged (df^hited) to an 
instructional program and credited to the trans 
portation program a service that was specifically 
requested for an instructional program beyond the 
normal home-to-school transportation services pro- 
vided to students. 

Another example is the salary, or prorated 
portion of ^ the salary » of a psychologist who 
provides a specific service to a special education 
instructional program. 

Direct costs of support programs also may be 
charged to other support programs as direct sup- 
port charges. For example, the instructional media 
program requests maintenance on its equipment: 



the cost of the time and miaterial is shown initially 
as a direct cost of the maintenance prpgram but 
subsequently is distributed as a direct support 
charge to the instructional media program. 

Auxiliary programs, such as food services, may 
be subject to the/ distribution of direct si^port 
charges to or frorn other program^. For example, 
the direct costs oj special preschool meals initially 
are charged to the food services program and 
subsequently distiibutefd as direct support charges 
to the preschool program. 

As another example, the direct costs of custodial 
services are initially charged to the operations 
program and then distributed as direct support 
charges to the food services program. 

If a support program's services directly benefit 
other program^^siuch as transportation services 
provided to an instructional program for a field 
trip— the cost? should be charged to the using 
instructional program in much the same way that 
an outside firm would charge for its services. The 
charge is actually a transfer of costs by the use of 
an interprSgram charge and credit transfer. 

Several methods may be used to accumulate and 
allocate direct support charges. The intent of this 
section is to authorize sufficient alternative 
methods to meet individual needs while at the 
same time maintaining a system that develops 
reasonable comparable data among all school 'Us- 
tricts and offices of county superintendents of 
schools: One or more alternative method?. shall be 
available for each supp(>rt and auxiliary progratn to 
be used in dr^eTnnni»»g direct «^uppoTt c)»irf *s. T))e 

met)>'*'l" pf*" «?h<*\vf> f<>T ojirll pf^grniM in ^ ipMrr 
III 1 

Description of Methods 

.Some methods that may be used to alU^rate 
direct support charges are the following: 

Time-and-materials method. The costs of salaries 
and benefits are accumulated in proportion to the 
actual time spent and the cost of materials used (if 
any) on a given assignment. 

Fx amp! p 

> The salary and benefits of the director of special 
education are a direct charge to the district administra- 
tion program. The charges are prorated to each special 
education program based on th*» actual x\u\n <;ppnt and 
the rnr^'t <if any materials used 



Metl\od' 



Support service program 



Time and 
matertats 



Rate per 
miie 



Work 
order 



A*d.a. or 
enrollment 



Time-floor 
area^ 



Hour 
consumption 



Quantity 
consumed 



Instructional Administration 
Instructional Media ....... 

School Administration 

Pupil Services^ 

District Administration . . . . 

Maintenance 

Operations 

Transportation^ 



X 
X 
X 
X 
X 
X 
X 
X 



X 
X 



X 
X 



^ These support programs will hite no residual costs remainirtg to be distributed as indirect costs, 
^ Pupi Is ac tual I v transported. 

Figure 1 1 1-1. Methods of Allocating Direct Support Costs from Support Service Programs 
to Instructional Programs^ Special Projects, and Auxiliary Programs 



Rate per mile method. Under the rate per rriile 
-method, the total costs of operating a. vehicle are 
divided by the number of miles driven. This 
formula may be based on the l^rior year's costs or 
on estimated costs for the current year/^ 

Work order method, A variation of the time and 
materials method is the work order method where- 
by charges for time for a specific job performed for 
a program and the cost of the materials used are 
accumulated on work orders by the servicing 
program. The total cost from the work order is 
transferred as a direct support charge to the using 
program. For example, a printing departr^ent 
maintains a work order system for each 
performed for all oth^r programs in the district. 

When aot\ial co^ts cannot readily identiftf^^i 
tlien <;oTne meUuxi of prorfitioii rmiRt bf* need 

Avprage daflv attendance <^ enmUn-icnt method 
The average daily attendance or enrohn>enf 
method is a way of prorating costs by taking the 
ratio of the pupils in an individual program to the 
total pupils served by the support program. T his is 
a simple method in which the assumption i*^ made 
that all pupils are served equally. 

Example: 

A team of psychologists serves three special education 
programs: Program A, with 30 students; Program with 
20 students; and Program C, with 25 students. A ratio is 
established between the number of students in each 
program and the total number in. the three special 
education programs served by this team. The total cost 
of the psychologists' salaries and benefits is .$6,700 per 
month. The cost is allocated among the programs, 40 
percent ($2,680) to Program A; 27 percent ($1,809) to 
Program B; and 33 percent ($2,21 1 ) to Program (\ 




Time^floor area .method. The time-floor area 
mexhod is used to prorate expense to a given ^ 
program on the basis of the floor area occupied by 
the program in proportion to the total floor area 
and the percent of time such floor area is used. 

Example: 

The cost of treatment for an existing plant floor area 
of 60,000 square feet is $1,000. One-third of the total 
area, or 20,000 square feet, is used for equal amounts of 
time by classes for adults and classes for each of grades 
nine through twelve. The classes for adults consume 
one-fifth of the class time; therefore, the amount of 
expense distributed to classes for adults i« on p fifth of 
one-third of $1,000. or $66.67 

Hour-consnmpfinn metHod Proration of ^^n 
expenditure by the hour-consumption metho*! is 
made hy ctiarping the program in pT^j-poition 
'''ripth <>i i^^twf the p'*'*gF;>m »i*3pq f'v 

/* >faniptp 

Classes for the mentally retard*^d use certain s(*hon| 
facilities Fxperiditures for wj^ter, ele<'tricity . and heat 
are prorated on the basis of the hours the building is used 
for classes for the mentally retarded in proporti^m to the 
amount of time tl^p buildiT^e u<;pd for all typps <>f 
classesu 

Quanta v-consurfied method. The quantity- 
consumed method is used to prorate expense to a 
given program in proportion to the actual amount 
of supplies consumed 

f^'ramph 

Paper towels are purchased at a cost of. 5 1,000 
One-tenth of the towels are used by recreatiorf^l groups 
in, the comnumity service pr<^gram. Ten percent, or 
SI 00, a proper charge to this activity 
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After an allocation of support program charges 
has been made, the cost of a support program will 
appear as total direct costs plus direct support 
costs from other programs, less direct support 
charges to other programs. The cost of an instruc- 
tional program will appear as total direct costs plus 
direct support charges. 

Direct support program charges shall be distri- '^ 
buted, but they should be shown separately and as 
an addition (debit) to the programs they directly 
support. As direct support program charges are 
added to other programs, a like amount will be 
subtracted from (credited to) the support programs 
from >yhich the charges were distributed. 

Application of Methods 

Special Projects 

Special projects are unique in that they have 
their own funding and are entirely in support of an 
instructional program or another support program. 
The donor-authorized support services have already 
been charged as direct costs to the special projects, 
so no further distribution is necessary unless the 
district provides local or general «;tate aid support 
^'*'^r these project^;. 

SPI*C*IA1. NOTF The distribution of the "5po<*ia] projerls to the 
instructional propjams is at the Hiscretion of tl»e distrift '^nd is 
n'(>t requirefl tor <t:*te '^porting. However,- ih(* «ipeti U pr<M«cts 
shall nof be rlistnbuted t<^ 'he in«:t »♦« • t »< > ^ ■ ♦"^ ...v*;) .ifi * 
tht* if»Hif*»i-t ff**:!*-' h:iv '.ipplirTl 

7he method alloc ^tir'g disti'/t ^ wMitr 'buti( tk 
ns direct <:ppT*^^' ♦ ^ i>'>t p. r t » ^ "r , , ;.»? p, . i hnii 
follow*: 

1 Sali^ries tlie Hi«:trict Hit^-v'tor of projects, 
siilaties of clerk's^ employee bei^f^fits, 'supplie^i. 
and other co'^t'^ cliarged ^MrectU to ti^e district 
administr;^ti<iTi proprnrti titno fjnri mj^tertnk 
rhethod 

2. Instructional media service costs and media 
equipment rental time and materink or wori< 
order method 

3. Pupil services costs, such, as salaries for 
psychologists and nurses, employee benefits, 
special testing, and physit^al examinations 
time and materials method 

4. Custodial and other operations costs time 
and materials method, time-tloor ^re^ m^th 
od» or quantity-con«:umed method 



5. Food services costs— time and materials or 
quantity-consumed method 

6, All other charges-time and materials method 
Instructional Suppml 

Costs of services that are readily and reasonably 
identifiable within the instructional administration, 
instructional media, and school administration 
programs, which support various instructional and 
auxiliary programs, shall be transferred to the using 
program through the use of an interprogram charge 
and credit transfer; Examples of such costs are 
elementary and secondary supervisors' and clerks' 
salaries and employe^benefits; costs of services for 
the use of instmctional media and costs of media 
equipment rental for a particular program; prin- 
cipals* and clerks' salaries; employee benefits; and 
supplies. All remaining costs shall be distributed as 
indirect costs as shown on page Ill-l 8. 

Pupil Services 

All pupil services costs shall be distributed as 
direct support charges through the use of an 
interprogram charge and credit transfer. No 
residual costs will remain in*thi«J support *5ervice to 
be distributed as indirect costs. 

Atfendancf and welfare. /Attendance and welfare 
costs ^^hall be distributed on an enrollment or a.d»a. 
basis to all instructional progra'Ms. Fxcf^ptjon: 
costs of attendance and v-'elfare personnel that 
are assigned to a particular pi'nt, s*'<*h ms n ^^igh 
<;chof>l, shall be d»rect snpr *'* • '»Ttc \s.yr^, .\ 
♦ '•*ie and rtiaterials niethoH 

( ' uidaiwe and < nt/nselin^ (Uiidai\ce and counsel 
ing c'>*;tri tliat ;ire rc^di^/' nnd reasonably identifted 
■^^all be di^'t r iJ^'it rfl on tinw*niwl i v»'»f r ? i'l l^? I>nnio 

A c<^'insel'''' is assigned a given <:i*e. such a Ingh 
school. T>ie salary and eTnploye<=' benefits of the 
counselor and the clerks and any fnaterials us^*H are 
charged to the appropriate instniotiorial progr:iins. 

If a tirne-and-materials systerri is not feasible^ 
then the distribution shall be on an enrollment or 
a,d.a. basis. 

Health. He^th costs shall be distributed on the 
basis of time and materials. Fx^mples are salaries 
and employee beneHts of psychiatrists and nurses, 
special testing, and physical examinations that are 
di<?tribiitecl to tlie applif^abie instrucfional pro 
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grams. If the time-and-materials basis is not feisi- 
ble, then the costs shall be distributed on ati 
enrollment or a.d,a. basis. 

General Support 

County superintendent and district administra- 
tion District and county superintendent adminis- 
trative costs shall be distributed using the time-and- 
materials method for those costs that are readily 
and reasonably identifiable. The work order 
method shall be used for administrative services 
such as noninstructional data processing, printing, 
and duplicating services. 

The ren>aining administrative costs shall he 
distributed as indirect costs, as described on page 
IIM8. 

Maintenance services. All maintenance services 
that are readily and reasonably identifiable shall be 
transferred to the using program by the use of an 
interprogram charge and- credit transfer. The 
charges shall be the actual costs of providing the 
service, based on a work order system or a 
time-and-materials basis of charges. 

Examples of maintenance servipes are main- 
tenance and repair of driver training vehicles and 
equipment; maintenance and repair of instructional 
equiprhent used in the classroom; and maintenanre 
and repair of food service equipment. 

The remaining maintenance costs shall be distri 
bnted as indirect costs, as described on pagf* HI 18. 

Operations services Operations services tbat are 
readily and reasonably identifiable shall be trans 
ferred to the usin^ program by the use of an 
interprogram charge and credit transfer. Operations 
services that shall be charged as direct support to 
the using program include site custodial salaries, 
employee benefits, supplies, utilities, laundry and 
dry cleaning, uniform repair, and other services 
performed for the benefit of a particuliar program. 
As applicable, the time and materials, time-floor 
area, quantity consumed, or the hour-consumption 
method shall be used. 

The remaining operations costs shall be distri- 
buted as indirect costs, as described on page ITI-l 8. 

Transportation services. Co^ts of transportation 
services shall be transferred as direct support costs 
to all the programs and projects utilizing these 
services by the use of an interprogram charge and 
*redit transfer in the following manner- 
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1. All field trips sh^l be charged to the using 
program based on one of the. following 
methods: 

a. Actual charges from the bus contractor • 

b. Fixed rate\per mile based on .prior year J 
costs or estimated costs for the current 
year 

c. Fixed rate per mile plus hourly rate charges 
per trip 

2. Transportation costs for physically hartdi- 
capped, trainable mentally retarded, or 
autistic students and costs for transportation 
of any of those students to California state 
schools or to sghool districts other than their 
own shall be charged to the special education 
subprogram, transportation, by one of the 
following methods: 

a. Actual charges from the bus contractor or 
actual costs computed by the school district 

b. Fixed rate per mile, based on prior year 
c6sts-^r estimated costs for the current 
yem^^ultiplied by the mimber'Vf miles per 
dajs^r each program, multiplied by the 
numbei- of school days 

c Fixed rate per- mile, plus hourly charges, 
multiplied by the number of miles per day 
for each program, multiplied hy the 
number of school davs 

Other transportation, noi home to school, 
such as transportati<^>n to athletic events, 
delivery of regional occupational program 
students to plar,e of en^r^lov ment, and tr^^ns 
portation from <;chnol in <ir\\n(^l ^all b** 
charged as in (2). 
^ The remaining transportation changes (home 
( to-school costs for the district pieformal. 
^ elementary, secondary, and regional occupa- 
tional centers or programs; educable mentally 
retarded students; and educationally handi- 
capped students) are distributed as follows: 

V 

a. Divide the total remaining transportation 
costs by s the total number of students 
transported. 

b. Multiply the rate obtained in substep 4(a) 
by the number of studerl%ir transported in 
each category. 

c. Transfer these amounts as '^direct support 
charges to the various programs involved. 




Ill 17 



0 



No residual costs will remain in thi^support 
service to be distributed as indirect costs. 

SPECIAL NOTE: All charges for transportation services to 
organizations outside of the district, such as parent-teacher 
associations, recreation districts, senior citizen groups, and so 
forth shall be abated to the transportation program by the use of 
a contra account. These charges are based 'on the methods 
indicated for field trips in step (1 ). 

Auxiliary Programs 

Community services Community services shall 
never be distributed as direct support charges; 
however^ this program shall receive direct support 
charges, such as custodial service, utilities, main- 
tenance service, and instructional media supplies 
and ch^ges, if applicable, from the facilities 
acquiisition and construction program. 

Food services. Donor-authorised food services 
exf)ense shall be a direct charge to the special 
project. Food services expenditures that are district 
contributions for special projects shall be distrib- 
uted as direct support costs to the projects. All 
other expenditures shall remain in the food services 
program. However, this program shall receive direct 
support charges, such as custodial services, utilitief;, 
and maintenance of equipment. 

Facilities acquisition and colhs tract ion. Expen- 
ditures c^hafRed to the facilities and construction 
program are distributed as direct Support charges 
only to community services and adiilt ed\ication 
programs, if applicable. Fxpenditures for donor> 
authorized site acquisitic^n ?»n<l/or ^^'uistnic'io'^ 
a facility are (U^^tHhiitpH r^'? ^ Hii^.i ^ i« .fa' *• 

Fn'iiire^ t Support 

Fach school district and office of th^ county 
superintendent of schools shall allocate indirect 
costs to all instructional programs, special projects, 
and a'Uxiliary programs. Oie following method 
shall be used to allocate the indirect costs: 

1 . Total the remaining costs in all the support 
programs except special projects and other 
outgo. 

2. Total the direct and direct support costs of 
the instructional programs, special projects, 
and auxiliary programs. 

^, Divide the total dej:ermined in step ( I ) by the 
total in step (2). and carr>? to six decimal places. 

4. Apply the rate obtained in step C3X to the 
total of the direct and direct support costs of 



each instructional program, special project, 
and.auxiliary program, 

» 

NOTE: The state reporting requirements are shown in Exhibit. 
I-E oh pages M9 aiK)^20.,A work sheet showing samples of the 
• distribution of dife^^ipport and indirect costs is shown 'on 
pages 111-20 and lU-^PF 

^ Interprogram Charge and C^redit 
Transfer Process 

An interprogram charge and credit transfer 
process is to be used to transfer direct support 
charges from the support service programs to the 
instructional programs, special projects, and auxil- 
iary programs. This transfer can be identified or 
coded in several ways, particularly for electronic 
processing. Four ways are given^ere which may be 
used to transfer, for example, salaries of elemen- 
tary principals, vice-principals, and clerks; em- 
ployee benefits; and office supplies from school 
administration to- direct support costs of the 
general education elementary program. 

Example L Use object of expenditure classifi- 
cation 5900, Interprogram Charges and Credits for 
Direct and Indirect Support Services: 

S<iin General Education, Elementarv ^School 
Adrnnistration*) {debit) 
nnpr> ^lohool Admi '1 istration <G«?nera( 

Fxaniple P. F^'ctahli<;h n direct ^uppo't c^^de 
lining i-\e n-nt two dip'ts of th^ obje'^t of^de vi*^)* 

>}U 

Adn'inistrat'on) {dffhif) 
i-'oo cTrshool Adrniriistratfon (G'^npral 

Example J. Fstablish ^ direct support code 
using the first t\yo digits of the object code with an 
alpha notation for the last two digits, sncfi as 1^1^ 
for the debit and DC for the credit* 

t^DO GfinGra\ Education, E I emen tar y ^Schoo' 
Adn^iniqtrat(oa) {d&i^/t) 
19r)r f^chool Administration (General 

FH«»r=»»ior^ , El<<nnpntarv) (credit) ' 

Example 4. Use a code system preceding 'the 
object of expenditure, aiul assign code nnrnhers to 



each type of support program and the respective 
debit and credit codes as follows: 



0100 



Special Projects 
QUO DBbit 

OrtS- JCreHit 



0200 Instructional Support 

0210 Instructional Administration-Oeb/r 

0215 Instructional Administratldn-^rvc/Zr 

0220 Instructional Modi a-£706/r 

0225 Instructional Med'ra-Oec//r 

. 0230 School Ad ministration --Otfb/f 

0235 Schbol Administration~^rec//t 

0300 Pupil Services ^ 

0310 Attendance/Welfare~D&6/f 
031 5 Attendance/Welf are-^CrecZ/f 
0320 Guidance/Counse|]ng--Oe6/r 
0325 Guidance/Counseling''Cr&i//f 
0330 Health~Oe6/r 

0335 Haarth-Cred/f ' « 

0400 General Support 

0410 District Adminjstration-Oe/7/r 

0415 District Admin istration-Cred/t 

0420 Maintenance-De/>/r 

0425 Maintenance-Crec//r 

0430 Operations~De6;f 

0435 Operations-Cre<y/r 

0440 Transportdtion~De/7/r 

0445 Transportation~CrtfC^/r 

0500 Auxiliary Support 

0510 Community Services -De6/r 

0515 Community Services -Cr«c//f 

0520 Food Service>-O0/>/r 

0525 Food Service-Cred/f 

0530 Facility AcqiAisition and Construction 



This method will help to identify the source of 
the transfer along with a brief description of the 
action: 

0230 General Education, Elennentai:y ^School. 
Administration) idebit) 
0235 'School Administration ^General 

Education, Elenr>entaryr(crd<y/r) 



Indirect Costs Distribution 

Only the methods illustj'ated in Example I and 
Example 4 can be used to distribute the indirect 
costs. In Example 1, change the description in 
codes 5910 and 5990 to Indirect Costs. Example 4 
requires the addition of codes 0600, Indirect Costs; 
0610, Indirect Costs-Debit; and 0615, Indirect 
Costs— Credit. In^ either case all the instructional 
programs, special projects, and auxiliary^ programs 
shall he debited in the manner as described for 
computing the indirect costs as illustrated on page 
JII-18, and each Support program (instructional 
support, pupil services, and general support) shall 
be credited with the remaining amount after all 
direct support charges have been allocated. 



SPECIAU NOTES: (I) Regardless of the examples foUowed/the 
interprograiii charges and credits transfer accounts are not 
budgetary accounts but are transfer accounts and must always 
have a debit and a credit transaction so that the account balance 
is always zero^ (2) Regardless of whether a hand method or a 
mechanical accounting m'^thod is employed, separate ♦^*taJ« of 
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Projnmcoiti 
Total direct btfore 
ind Indirect distribution Special 



INSTRUCTIONAL PROGRAMS 
Genaral^ucation 

Priformal 

Elementarv . .| 

Secondary . . f ; 

Regional Occupational Centers (ROCI 

or Programs IROPI 

Adult 

Special Education 
Physically Handicapped 

Special Day Classes 

Educationally Handicapped 

Special Day Classes 

Transportation 

PH/TMR/Auti«lc 

(Tola! 

SUPPORT SERVICE PROGRAMS 
Special Projects 

ESEAJitlel.Preictiool 

Miller*Unruh Basic Reading Act 

Comprehensive Employment and 
Training Act ICETAI .,. 

' Total 

Instructional Support 
Instructional Administraiion . ,, , 

Instructional Media 

School Administration 

Pgpil Services 
Attendance/Welfare 

Guidance/Counseling , 

Health... 

General Support 

District Administration 

Maintenance 

Operations 

Transportation 



ERLC 



Total . 



Direct coiti 


Dlrtctiupport 
cottt-in 


Direct support 
costs -out 


direct luppon 
coin 


lupport com 
0,047425 


of (picial 

DToiect COltl 


project 


Tnfikl 


1 


2 


3 


4 


5 ; 


8 


7 


8 


$4,050 
3,509,000 
2,187,000 


$9^00'^J' 

/ISO PKnlDCOlfln 

262^00 r\l 

2,gj^8l)Cdfh) 




$13,250 
3,771,500 
2,405,000 


$628 

178,863 
114,057. 


$13^78 
3350,363 
2^19,057 


$36,273'" 
55,177"' 
11,0(»"' 


$50,151 
4,005340 
2330j057 


850,000 

1 


25,0O0'^^ 
, 9,000 




mm 

42,300 


41,497 
2,006 


916,497 
44,306 


1300"" 


917397 
45306 


819,000 




4 


82J,IXKI 


J(i,93« 


859,936 




8MI26 


272^00' 


7,300**^ 




279 ,800 


13^70 


293,070 


3,142"' 


296;i2 


- 


b,500 




5,500 


261 


5,761 




6,761 


7,674,850 


538,500 




8;i 3,350 


389,518 


8,602 368 


112,782 


8,715,660 


2b,B7a 
.22,000 






2a ,6/6 
22,000 


1,218 
1/143 


23,043 


I26JJ93)* 
{23,043)"^ 




60,000 






60,000 


2346 


62346 


162346)'" 




107,675 






107,675 


5,107 

i 


112.782 


(112.782)'^ 


- 


2/,0OO 
38^000 
76,000 


iO^OOO' 


(6,000) 
l76,000r 


1 1 000 

43,000 


\ r r fXJWl 

|43i)00) 


- 


« 




IB,000 
21,000 
39,000 




> 

118,000)' 
(21,000)J 
139,000) 




■V ■ 








200,000 
145,000 
299,000 
97,600 




165,000)' 
1247,000)' 
197,500)*^ 


dSooo 

^ 90,000 
J 52,000 


(200,000) 
190,000) 
152,000) 








959,500 


10,000 


1567,500) 


402,000 


1402,000) 









Program co$tj 

Total direct bafore 

. and Indirect dittribution Special 

DIrecMupport D)r|t support direct support lupport costs of special project 

Ditect costs costs-in costs-out costs 0.04742G project costs support costs Total 

' Jj J 3 ^ 4 5 6 ; 6 

AUXILIARY PROGRAMS I 

Corpfnunlty Services 30,000 10,000^ - 40^ 1;B97 4t;B97 - 4IJB97 

f«^Sirvices 31^00 lOioOO^ (1,000)' 40^00 ' 1^21 m - 42^21 

Facllltiei Acquisition and 

>«f"ction 75,000 - - im m m ' imi 



TotaL 



136,500 20,000 (1,000)^ 156^00 7;J75 162iB75 162jB76 



OI«rlcttotal nmm $588^ ($688,6001 $8»6 « $8W25 - $8TO 



NOTE: Column' 1 shows all the direct charofc by each program. The various direct 
jupport^ are distributed by the use of If erprogram charges and credit transfers. 

a. Pupil sefvlces (attendance/welfare distributed by average dally attendance plus actual 
cost at the secondary level): Debit preformal $700« ejementary $5,000, secondary 
$10,000, ROC/ROP $1,000, adult $500, special education physically handicapped 
$500, and educationally handjcapped $300; and credit attendance/welfare $18,000. 

b. Pupil service (health distributed by id.a.): Debit prefomnal $500, elementary 
$23,500, secondary $12,500, ROC/ROP $1,000, special education physically 
handicapped $500, and educationally handicapped $1,000; and credit health 
.$39,000. 

c. Operations (to charge custodial salaries, employee benefits, supplies, and utilltieal: 
Debit preformal $5,000, elementary $125,000, secondary- $75,000, ROC/ROP 
$15,000, adult $5,000,l4|hyslcally handicapped $1,000, educationally handicapped 
$1,000, community services $10,OQ0, and food services $10,000; and credit 
operations $247,000, 

d. Transportation (distributed on an actual cost basis): Debit preformol $2,000, 
elementary $50,000, secondary $35,000, educationally handicapped $5,000, and 
special education transportation $5,500; and credit transportation $97,500. 



e. Food services (charges to preformal for meals for needy pupils); Debit preformal 
$1,000 andcr^it food services $1,000. 

^School administration: Debit elementary $45,000, secondary $27,000, and adult 
\ $3,000; and credit school administration $75,000, 

g. Elementary education; Debit elementary $10,000 and credit Instructional administra- 
tion $10,000. 

h. Pupil services Iguidance/counseling distributed by actual 'Cost): Debit elementary 
$4,000, secondary $13,500, ROC/ROP $3,000, and adult $500; and credit 
guidance/counseling $21 ,000. q 

i Maintenance; Debit lnstr\jctional media $10,000 tor ttie malnteAance oliqui^ent, 
debit secondary $45,000 for repairing the grandstands and the sprinklafVstenn and 
replacing a major portion of the turf at the high school athletic field; and credit 
maintenance $65,000. 

k. Instructional media (charger the use of special films', tllmstrlps, and equipment): 
D^blt flOC/ROP $5,000 and cradit Instructional media $6,000. 

m. Distribution of the special projects; Debit preformal $26,893 and credit ESEA 
preschool $26,893; debit elementary $23,043 and credit Mlller-Univh $23,043; debit 
preformal $9,380, eiementa'ry $32,134, secondary $1 1 ,000, ROC/ROP $1 ,600, adult 
$1,500, phyjiically handicapped $4,190, and educationally handicapped $3,142; and 
credit CETA $62,846. 



Figure III-2. Illustration of Direct Support Charge Allocation, Indirect Support Cost Allocation, 

and Special Project Cost Allocation 



SECTION C 
Miscellaneous Accounting Procedures 

Methods of accounting for cooperative projects 
operated among districts, accounting by funds, 
accounting for stores, and abatiements of expendi- 
tures including use of contra accounts are included 
in this section. 

Cooperative Projcctsi 

Calitoinia school districts and ofiice:> of couniy 
superintendents of schools often pool their re- 
sources and operate certain federal and state 
T^rojects on a cooperative basis. This procedure 
usuaJly calls for one school district or county 
superintendent of schools to operate the project 
for one or more other school district:^ or county 
superintendents. The operating school agency is 
usually referred to as a local educational agency or 
local operating agency. 

The Annual Financial and budget Kepoit, 
specified by the State of Cahfornia, is used to 
collect fiscal data for comparative and management 
purposes. Current expense and the costs of edu- 
cation are developed on the basis ot cost pei unit 
of average daily attendance (a. d a ). If valid ooju 
parative data are to be obtained, each school 
agency must report its own share oi the uicome 
iind expenditures when the agency is involx/ed in a 
cooperative project. 

District and county Mipciintendcnt^ paitl^ipat 
mg in cooperative projects must report the income 
and expenditures resulting from their involvement 
in tlie project in the following manner: 

1. Each participating district or county recoid:* 
its share of the project entitlement in the 
appropriate income classification. If it i:» an 
ESEA, Title I, project, for example, the 
income will appear in classification 8160, 
Elementary and Secondary Education Act. 

2. Each participating d^rict and caunty records 
its share of the cost of the project in 
expenditure object classification 5600, Con- 
tracts, Rents, and Leases, when it pays the 
district that operates the project. Its share of 
the cost will normally be equal to its share of 
the income. 

3. The operating district must account for all of 
the costs of the cooperative project in the 
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appropriate expenditure classifications duiing 
the project year. The operating district should 
bill each participatingWistrifct periodically or 
at least by the end of the year for its share to 
date and then abate the cooperative project 
object of expenditures by the amount of 
^kicome received from each of the participate 
irTg school agencies. The net costs will be 
reported on the Annual Financial and Budget 
Report of the operating district. 

Sojuc cooperative Projects are establi&licd only 
lo meet specific federal entitlement requirements. 
Such projects usually require that one district serve 
as the applicant district for purposes of disbursing ' 
federal funds to the other participating districts.**' 
The participating districts are operating their own 
projects in this situation In the implementation of 
this type of cooperative project, quarterly cash 
advances may be made diiectly to the administra- 
tive agent of the applicant district for deposit and 
disbursement. AppHcant districts should deposit 
their prorated amounts in an account under in- 
come classification 81b0, EUmentary and Sec- 
ondary Education Act, and the prorated amounts 
for participating districts under classification 8490, 
Other Federal Funds. A copy of the cooperative 
agreement filed with the county superintendent 
will serve tu authorize payment to the participating 
districts. Disbursement transactions by the operat- 
ing distiict should be handled as abatements to 
classification 8490 Participating districts should 
record incojue under classification 81o0 All 
expenditures arc to be recorded in accoidancc with 
the California Scnuul Accounting Manuai 

Special Education Ma::^ter Flan 

Special instructions apply to tlie Special l^luca 
iic»ji Master Plan (Education Code sections 
56300 56367). 

1 . The resource specialist shall be charged to 
object of expenditure classification llOO, 
Teachers' Salaries, as a direct charge to the 
Special Education program. 

2. The program specialist shall be charged to 
object of expenditure classification 1900 as a 
direct charge to the Special Education pro- 
gram. 

3 The instructipnal aides assigned to the re- 
source specialist sliall be charged to object of 
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expenditure 2100, Salaries of Insituctional 
Aides for Direct Teaching Assistance, even 
though these instructional aides are not under 
the supervision of a classroom teacher as 
prescribed in Education Code Section 4101 1. 

4. Professional specialists, as required by Educa 
tion Code Section 56336, shall be charged to 
object of expenditure classification 5100, 
Contracts for Personal Services of Consul- 
tants, Lecturers, and Others for Direct Assis- 
tance to Teachers, Pupils, or the Curriculum 
or Health^Pmiirams. 

5. A district, the^ouiity :siipcrintciidejit. (^r a 
combination (5T both can be the 'respojisible 
local agency (Rl.A) ui a given county. 

6. The iRi^?C^^vill receive the state appoi lioji 
jynen^ts for the Special Lducation Master Plan 

as specified in Education Code Section 56360 
\ and record the apportionmetit in income 
classification 8638, Special Education Master 
Plan. All expenditure^* are to be recorded in 
accoi dance with the foregoing instructions 
and the California School Accounting Manual, 
t The Rl.A may contract witn a district oi 
districts to operate the entire program or 
individual portions of the program. 

X 

Accounting by bunds 

6cpdialc, balanced records should be maiiiiaiuoJ 
lor the General Fund and for each special fund 
The General Fund may be used tor nearly all of the 
purposes shown in this outline. Special funds are 
highly restricted by law as to then* usage. 

Examples of special tunds areahe followuig. 

Bond Interest aiid Redemption Fund 

The Bond Inferest and Redemption hund wiii 
include only the following objects of expenditure: 
classification 7 \30^ Bond Redemption; classifica- 
tion 7140, Bond Interest and Other Service 
Charges; and classification 7300, In terfund Trans- 
fers. Responsibility for this fund^ is vested in the 
county auditor. 

Building Fund 

The Building^T^und is established to receive for 
deposit the proceeds of the sale of bonds; proceeds 
from the sale of real property; federal subventions 
for capital outlay purposes, including any funds 
received under Public Law 81-815; and insurance 



indenuiities. Exclude fr^jti this fund monies de- 
rived from local taxes^for capital outlay purposes, 
because these expenditures must be budgeted and 
expended from the General Fund. Charges may be 
made as follows (object of expenditure classifica- 
tions shown in parentheses): 

Project director (2200) 
Building inspector (290U> 
Employee benefit^(3000) 

Contracted services and oihci cApcii:>ci OOUO>. 
Construction insurance (5600) 
Contracts, rents, and leases (5700) 
Advertisements of bond sales and oih 

relating to the sale of bond,s (5700) 
Site surveys, appraisals, and j>o fortli O^OO) 

v.apital outlay cxpeiises (61)00) 

Repayitjent of state school building aid (/i^U> 

ib|>eciai Reserve tuad 

Ihe Special Kebcivo ImiuJ lu be u:jeU foi 
capital outlay purpose^* The Incoine is derjved by 
transfer from the General Fund, interest earned on 
deposited funds, and federal subventions for 
capital outlay puiposea including funds received 
under Public L aw 81-81^ 

Slate School Building Fund 

The State School Buihiiu^ 1 und e:>iaLii5iiod 
ioi the deposit of funds apportioned for site 
pui chase and building pui poses as provided by 
Education Code sections 16000 16414. The dis- 
trict may be required to transfer any available 
monies from all other tiinds as the district contri- 
bution to a particular project. Federal subventions 
for capital outlay, including funds received under 
Public Law 81-815. may be deposited in this fund. 
Expenditure classifications authorized in this fund 
are the same as for the Building Fund. 

Cafeteria Fund 

The Cafeteria * Fund or Account ihall be used 
only for the income received and expenditures 
made to operate the cafeterias. The income is 
derived from the following sources (income classifi- 
cations shown in parentheses): 

National School Lunch Program (8220) 

California Child Nutrition Act of 1974 (8630) 

Sale of food (8844) 

interest earned on deposits (8860) 

Incoming transfers (8990) 
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Objects of expenditure shall be those that are 
necessary to record the expenditures for the food 
service operation • . , 

Child Development Fund 

r 

The Child Development Fund shall be estab- 
lished in each school district that maintains child 
development programs as authorized by Education 
Code sections 8200-8383. In^fomera^iy be derived 
from the following sources (pecyme classiHcations 
shown in parentheses): 

Economic Opportunity Act (8 1 50) 
National School Lunch Program (8220) 
Children's centers (8530) 
Child Nutrition Program (8637) 
Apportionment for school facilities (8640) 
Apportionment for children's centers (8650) 
Tax relief subventions (8670) 
District taxes (8S10) 
Interesti8860) 
InterfuAd transfers (8930) 

Expenditures shall be those that are necessary to 
record the charges for the Child Development 
program made to expenditure account classifica- 
tions 1000 6000, except classification 1700, 
Superintendents* Salaries. Charges in the 7000 
series are limited to classification 7390, Other 
Authorized Interfund Transfers; and 7410, Trans* 
fers from Funds of Lapsed or Reorganized Dis- 
tricts. 

i 

Development Ccfitcr^ for the Handicapped Fund 

The Development Centers for the Handicapped 
Fund shall be established in each district that 
maintains one or more of the development centers 
as defined in Education Code sections 56800— 
56831. Object classifications for income and ex- 
penditui^s are very similar to those used for the 
Child Development Fund. 

Other Special Funds 

Any other special fund may be maintained if it 
Ts authorized by law and nlaintained exactly as 
provided by law. Examples of such special funds 
are' (1) Retirement Tax Fund (Education Code 
sections 24800 and following); (2) Property Use 
Trust Fund (Education Code Section 4141 );' and 
(3) Deductible Insurance Fund (Education Cocje 
Section 39602). The pattern for maintaining the 
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funds shall be the same, as appropriate, as for the 
other special funds described in this section. 

Accounting for Stores ^ 

^ Payments for the purchase of **stores** (see 
Part V of this manual), defined as goods on hand in 
central storerooms subject to requisition, are simi- 
lar to expenditures but are not classified as such. 
These payments constitute the increase of an a^set 
account, Stores, equal to the reduction in another 
asset account. Cash in County Treasury. 

The issuance of stores must be accounted in ^Jie 
records of the school district as a reduction of |h!B 
asset account. Stores, and as a charge to the 
appropriate expenditure. object and program for 
which the stores were issued. Such accounting 
should be continuous in the records of th^ school 
district, and, to the extent that llie county 
superintendent of schools maintains corresponding 
records, summaries of the issuance of stores shall 
be reported to the county superintendent by the 
school district periodically, preferably not less 
frequently than monthly. In any event, the balance 
in the Stores account at the end of each fiscal year 
should represent the value of the stores in the 
warehouse of the school district. 

Abatements of Expenditures 

Ahatement of expenditure is the cancellatioji of 
a part or the whole of a charge previously made, 
usually owing to refunds, rebates, resale of qiate- 
rigJs originally purchased by the school district, or 
collections for loss or dartiage to school property. 
Abatement of expenditure applies to both current 
expense and 'capital outlay expenditures from all 
funds. Tuition receipts, fees, and rentals shall not 
be treated as abatements of expenditure. This 
definition must be observed in making all decisions 
as to whether a receipt is to be reported as income 
or as an abatement of expenditure. 

The basicj distinction that must be borne in nlihd 
is that an abatement of expenditure must always 
represent a receipt that cancels a part or the whole 
of a determinable item of previous expenditure. If 
a receipt cannot be substantiated as a cancellation 
of a specific expenditure. It must be reported as 
income. 

The term receipt, as used here, is to be consid- 
ered as referring to the receipt of cash, except in 
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those school districts in which the accounting is on 
an accrual basis. Districts operating on an accrual 
basis enter an abatement of expenditure prior to 
the receipt of cash, that is, as an account receiv- 
able. Adjustments between expenditure accounts 
to correct errors in the distribution of charges 
shall not be considered as abatements of expendi- 
ture. 

Accounting liistruccioiisi for Abatemcnt» 

Receipts that represent canceilatiuns oi cxpcn 
ditures must be accounted as abatements ot expen- 
ditures previously incurred by crediting such 
receipts to the respective expenditure accounts, 
thereby eliminating any credit to ijicome accounts. 

Receipts representing abatements of expen-" 
ditures must be accounted by abating the appro- 
priate expenditure accoufitii dkiring the fiscal year 
in which the receipts and the/ expenditures occur. 
In no case may receipts of a cturent fiscal year be 
accounted as abatements of expenditures of a prior 
fiscal year, unless such receipts were act^rued by 
the establislunent of an account receivable in the 
prior fiscal year. If an abatement does not occur in 
the same year as the expenditure or a receivable 
has not been set up, the receipt siiould be shown <is 
a receivable when it occurs and will, therefore, be 
an adjustment to the beginning balance, it should 
not go into eitlier income or expense. 

Abatements of expenditures must be accouit led 
as such at the time that the receipts occur 
thi'oughout the fiscal year by Lmiaediately credit- 
ing the receipts to the appropriate expenditure 
accounts instead of crediting them to any income 
account. 

Except as tlie accounting is inaiiitained on d 
current basis in the records of tlie county superin- 
tendent of schools^ and the school district, a^ 
except for city school districts that supply month- 
ly or annual reports of income and expenditures to 
the county superintendent of schools on the basis 
of net data, districts must, report to the county 
superintendent at the end of the fisc^ year on all 
abatements of expenditures. • 

All appropriations, apportionments, subsidies, or 
grants-in-aid from any governmental unit must be 
accounted as income receipts, not as abatements of 
expenditure. 

* 

i 
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Use of Contra Accounts 

Whenever abatements of any particuiai type are 
numerous, and especially if considerable amounts 
are involved, it is recommended that the credits be 
made to a contra account instead of directly to the 
expenditure account. The contra account should 
be identified as *'Abatements of ^, . (insert- 
ing the name of the expenditure account to which 
it relates). It should be maintained adjacent to the 
corresponding expenditure account in the expendi- 
ture (or appropriation) subsidiary ledger. Tlie 
contra account will receive only credit entrieji for 
abatements. By this procedure, the undesirable 
features of a "mixed" account are avoided, and 
gross expenditure, abatements, and net expendi- 
ture can be determined easily at any time. 

Kdationsihip of Abatcmeiils of Expenditure 
to Appropriation Control 

Regardless of whetJici abaLcmeuLb oi cApcuJi 
lure are treated as direct credits tO expenditure 
accounts or as uidirect reductions of expenditure 
by the lise of contra accounts as described under 
ttic preceding heading, tlie control of expenditures 
must be in terms of net expenditures. Districts that 
anticipate abatements of expenditure items should 
prepare tlieir budgets on tiie basis of net expendi- 
tures and attach supporting scliedules hidiqating 
fclie anticipated gross expenditures and tlie antici- 
pated reduction by icason of abatements of such 
expenditures. 

Principal Types of AbatciuciUa ot EApcuilituic 

The following receipts must be accuuiUcd 
abatements of expenditure if receipt and expendi- 
ture occur in tlie same fiscal year: 

1. Receipts from sales of sup^Micb aiid new 
materials at cost (a) to students for per- 
sonal ownersliip (e.g., art and shop mate- 
rials); (b) to students by means of vending 
machines dispensing articles supplied by 
districts; or (c) to other governmental 
units, including school disfricts i< . 

NOTE: Some of* these sales may be credited to^torcs 
/accounts instead of being abated to expenditure ac- 
counts, depending on the local accounting methods 
employed. 

2. Refunds of overpayments (a) from teach- 
ers and other employees; or (b) from 
vendors and other payees 
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3. Refunds for return of containers, oil 
drums, wire spools, and the like 

4. Reimbursement of cost of repairs or re- 
placement of damaged or lost property (a) 
from pupUs, parents, or guardians for loss 
of books or damage to school property; or 
(b) from contractors or any other individ- 
uals for damage to or loss of school 
property 

5, Refunds from^a transportation company 
for unused portions of carfare books, 
tickets, and the. like 

6, Refunds of gasoline tax for nonJughway 
use 

7/ Cancelled warrants (not outlawed warrants) 

8. Receipts from sale, in lieu of trade-in, of 
used equipment being replaced, such as 
automobiles, typewriters, and the like 

9. Refunds of insurance premiums 



10. Receipts from settlements of insurance 
claims on account of building, supply, and 
equipment losses (a) of any amount re- 
ceived for loss of a building requiring 
replacement or reconstruction within the 
current, fiscal year; or (b) any amount 
received on account of a loss of supplies or 
equipment. 

NOTE: The total amount recorded as an abatement of 
expenditures made for repair or replacement of supplies 
or equipment losses shall not exceed the amount ex- 
pended for this purpose during the same fiscal year. 

1 1 . Receipts from the sale either of a portion 
of a new site or of buildings or improve- 
ments thereon 

12. Receipts from subleasing an unused por- 
tion of premises that the district had to 
rent as a whole to obtain the portion 
desired for school purposes 

NOTE: Any amounts received in excess of ihc related 
expense shall be recorded as miscellaneous revenue 
(income), and not as abatements. 



EKLC 



76 



Exhibit 1 1 l -A 




LYSIS OF SALARIES 



Salary object classification 



1100 



1200 



1400 



1500 



1600 



1900 



Position title 



Certrficated Salaries 



Teachers 



School Admin- 
istrators 



1 300 Supervisors 




Librarians 



Guidance. 
Welfare, and 
Attendance 
Personnel 



Physical and 
Mental Health 
Personnel 



1700 Superintendents 




1800 Other Certif iptfted 
District and County 
Administrators 



Other 

Certificated 
Personnel 



Teacher, Assistant* 
Teacher, Regular 
Teacher, Speech Therapist' 
Teacher, Student* 
Teacher, Substitute 
Teacher, Tutor* 



Dean 

Dean, Assistant 
Principal 
Principal, Vice 
Principal, Assistant 
Registrar* 



Consultant 
Coordinato( 
Director 
Specialist 

Supervisor, General 
Supervisor, Special 
Supervisor, Assistant 



Librarian 

Librarian, Assistant 



Counselor, Pupil ^Parent* 
Psychologist 
Psych ometrist 
Social Worker 



Audiologist 
Audiometrist ^ 
Chiropodist 
Dentist 

Dental Hygtenist 

Nurse 

Oculist 

Optometrist 

Otologist 

Physician 

Psychiatrist « 



(District and county 
administration) 
Superintendent 
Superintendent, Assistant 
Superintendent, Associate 
Superintendent, Deputy 



Administt'ative Assistant 
Director 

Director, Assistant* 



Civic Center Employee* 
Consultant* 
Program Specialist 
Recreation Worker* 
Resource Teacher 



Salary object classification 



Position X^iS^ 



Classilied Salarres 



2100 



Instructional 
Aides 



2200 



County 
and District 
Administra- 
tive Personnel 



2300 



Clerical and 
Other Office 
Personnel 



2400 



Maintenance 
and 

Operation 
Personnel 



2500 Food Service 
Personnel 



2600 Transportation 
Personnel 



2900 Other Classified 
Personnel 



Instructional Ajde 



Accountant, Chief 
Bustfiess Manager 
Controller 
Director 

Governing Board Member 
Personnel Commission Member 
Purchasing Agent 
Superintendent 
Superintendent, Assistant 
Supervisor 



Accountant 
Bookkeeper ' 
Clerk 

Computer Operator 
Machine Operator 
Secretary 

Switchboard Operator 



Custodian 
Custodian's Helper 
Delivery Man 
Elevator Operator 
Fireman 

Gardener 4 
Maintenance Employee 
Matron 

Other Housekeeping Positioh 

Truck Driver 

Utility Worker, General 

Warehouseman 

Watch nnan 



Cook 

Director ISingle site) 

Helper " 

'Manager 

Nutritionist 

Supervisor 



Bus Driver ^ 

Field Coordinator 

Gasoline Pump Attendant 

IS/lechanic 

Other 



Building Inspector 
Health Aide 
Library Aide 

Noon Playground Sup>ervisor 
Recreation Worker 
Student 



•position not'included in object definitions. 
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Part IV 



Supplies and Capital Outlay, Including Equipment, 
Sites and Improvenient of Sites, Building 
Fixtures, and Service Systems 



Some of the most perplexing problems in school 
accounting are those of distinguishing between 
supplies and equipment; between equipment and 
improvement of grounds; and between equipment/ 
buildi ng fixturp s-and service systems. Nevertheless, 
in acfcounting for school expenditures, districts 
must correctly identify each expenditure if the 
fcssary uniformity of accounting is to be main- 
led. ^ • 

Whether an item should be considered as equip- 
ment or as supplies can be determined on the basis 
of the length of time the item is serviceable and on 
its contribution to the value of the plant. For 
example, supplies are constantly being consumed 
and replaced without increasing the value of the 
physical properties of the school district. Equip- 
ment has relatively permanent value, and its 
purchase increases the value of the physical proper- 
ties of the school district. 

Expenditures for equipment, improvement of 
sites, building fixtures* and service systems are 
usually charged as capital outlay; those for sup- 
plies, as current expense. The original purchase of 
equipment or of additional equipment must be 
recorded in object classification 6400, Equipment. 
Expenditures for piece-by-piece replacement of 
equipment must be charged to object classification 
4800, Equipment Replacement. 

In accounting for expenditures, all school dis- 
tricts must use the same plan for making the 
required decisions. This jplan must contain clearly 
stated criteria regarding t^e distinguishing features 
of the items to be accounted for; thiat is, criteria 
tliat can be used in determining correctly the 
dispoation of the charges to accounts. 



Criteria for Distuiguishing Between 
Supplies and Equifmient 

Supplies are items of an expendable natxire that 
are consumed or worn out, deteriorate in use, or 
are easily broken, damaged, or lost. 

Examples: paper, pencils, cleaning materials, 
nails, scissors, test tubes, thumb- 
tacks, and keys 

Items tliat have a relatively short service life (less 
than two years) and therefore must be replaced 
frequently are chaiged as supplies. 

Examples: brooms, chamois, and rubber 
stamps 

Some articles clearly do not belong to either of 
the two preceding grout)s. They have the character- 
istics of equipment but they have a low unit cost 
or are frequently lost, broken, or worn out and 
replaced in normal use. To obtain uniformity, the 
classifier should assign items to the variotis classifi- 
cations on the basis of the answers he must gi]fe to 
the questions in the following list. If thefanswer to 
any one of these five Questions is yes, the item 
should be classified as a supply item, and the 
expense should be recorded under object classifica- 
tion 4000 except for classification^ 4800, Equip- 
ment Replacement. If all answers are no, the item 
should be classified under object classification 
Equipment 

1. Does the item lose its original sh^e and 
appearance with use? 

2. Is it consumable, with a n9rmal service life of 
less than two years? 

3. Is it easily broken, damagjfed, or lost in normal 
use? 
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4. Is it usually more feasible to replace it with an 
entirely new unit than to repair it? 

5. Is it an inexpensive item, having the character- 
istics of equipment? Does the small unit cost 
make it inadvisable to capitalize the item? 

Criteria for Identification 
of Capital Outlay 

Capital Ow/to>^ expenditures are those that result 
in the acquisition of' capital assets or additions to 
capital assets. They are expenditures for sites; 
improvement of sites; buildings; improvement of 
buildings; building fixtures; service systems; and 
/'purchase of initial or additional equipment! 

Equipment 

Equipmenf includes movable personal property 
^of a relatively permanent nature and/or of signifi- 
cant value. 

Examples: Furniture, machines, musical in- 
struments, and vehicles 

NOTE: Nonconsumable articles generally classified 
as supplies should be classified as equipment if they 
are purchased to start or expand materially the 
equipping of a school, classroom, library, or other 
faciUty. If equipment is constructed by district 
employees, the cost of the materials and labor as well 
indirect costs should be 'recorded as the total cost 
of the item produced (See Note following classifica- 
tion 6490, Part HI.) 

Equipment must be recorded under object class- 
ification 6400. 

New Sites and Improvement of Sites 

New Sites and Improvement of Sites hicludets 
acquisition of land, improvement of new and old 
sites and adjacent ways, and acquisition of physical ' 
property of a permanent nature ^tached to land. 

Examples: land, curbs, grading, playground 
surfacing, retaining walls, side- 
walks, storm drain systems, land- 
scaping, driveways, parking lots, 
fixed playground apparatus, and 
flagpoles 

New sites and improvement of sites must be 
* recorded under object classification 6100. 

Buildings ^ 

} Buildings includes the construction or purchase 
cost of new buildings and additions, including 
advertising costs, architectural and engineering 



fees, blueprints, inspection, tests and examinations, 
demolition, the razing of existing obsolete or old 
buildings to clear sites for new buildings, building 
fixtures and service systems, and any other expen- 
ditures directly related to the constmction or 
acquisition o f buildings. 

^ Buildings must be recorded under object classifi- 
cation 6200. 

Improvement of Buildings 

Improvement^ of Buildings includes alterations, 
remodeling, renovations, and replacement of build- 
ings in whole or in part. Improvements include the 
replacement of an existing bxiilding unit or con- 
struction of an improved or superior unit, usually 
resulting in a more efficient or longer-lasting 
property. Significant improvement should be con- 
sidered as capital outlay expenditures. 

Improvement of buildings must be recorded 
under object classification 6200. 

Building Fixtures 

Building Fixtures include attachments to build- 
ings that are not subject to transfer or removal, 
presumably function as an integral part of the 
building, and have a fairly long and useful life. 
Such fixtures are generally accepted as real pro- 
perty and lose functional identity as separate units. 

Building fixtures must^ be recorded under object 
classification 6200. 

Service Systems 

Service Systems include any parts of a building 
that^ are intended to serve a single function 
thrfifcughout the building; are usually included as a 
part of the original construction or subsequently 
ad^d in whole or in part; are built as an integraj 
paw of a building; and are expected to have along 
and useful life. Such systems are generally accepted 
as real property and Ipse identity as separate units. 

Examples: intercommunication systems or 
air-conditioning systems 

Criteria for Identification of Biiilding 
Fixtures aiid Service Systems 

The following criteria provide a uniform basis 
for the identification of building ^ fixii^res and 
service systems. To be classified as either a building 
fixture or a service system, an item must conform 
to five criteria; ' 



1 . The item is attached permanently to the 
building. ^ 

2. The item functions as part of the building. 

3. Removal of the item results in appreciable 
damage to the building or impairs the de- 
signed use of the facility. 

4. The item is generally accepted as real prop- 
erty (not personal property). 

5. The item loses identity as a separate unit. 

Service systems mu^t be recorded under objeci 
classification 6200. 

Purcha^, Rental, Lease, or 
Lease with Option to Purchase 

ced assets can be acquired by pur chase , rental 
or lease with option to purchase. These 
acquisitions are accounted for as follows: 

Purchase of a fixed asset is charged as any otjier 
purchase for which title passes upon receipt of 
payment. 




Rental of a fixed asset does not increase the 
asset's of the district and therefore is not charged to 
a capital expenditure account. Rentals are charged 
to 5600— (7on/rflc/5, Rents, and Leases, Exception: 
If equipment is rented for a specific capital outlay 
project (e.g., a tractor for a major landscaping 
project), the amount paid should be added to that 
project as a capital expenditure* 

Lease of a fixed asset is usually for a period* of 
one year or more. Title does not pass to Aie 
district, and changes are to 5600 - Contracts, Rents, 
arid Leases. 

Lease with option to purchase a fixed asset is 
charged , to the appropriate subclassification under 
object classification 6000 Sites, Buildings, Books 
and Media, and New Equipment; or 4&00- Equip- 
ment Replacement. ' 

*A11 payments inciudmg^ intci^isi. il any. jclaieU lo a lease with 
option to purchase shall «not be inchided for state reimbursement 
purpc^ses, unless such expenditures are tor the replacement of 
equipment. 



List of Supplies, Equipment, Improvement of Sitea, 
Building Fixtures, and Service Systems 



Tlie letters after the items in the following -list 
of items classitied as supplies, equipment, improve- 
ment of sites, building fixtures, or service systems 
are to be interpreted as having the following 
meanings: 

h = hquipinent 

S = Supplies 

1 = lmf)rovement ol Site 

BF = Building Fixtures 

SS = Service Systems 

In making decisions for correct accounting 
determinations, districts shpuld use the list in 
conjunction with the criteria. Many of the items 
listed as equipment would have to be considered as 
materials for the improvement of sites if they were 
'attached to the land; building fixtures if they were 
attached to the buildings; or service syst^gfis if they 
were integral parts of such systems. ^ 

If an item cannot be found in the" list, another 



Abra^ves—S 
Absorbent cotton— S 
Account 

Accounting forms -S 
Accountingtnachines- 



item of similar nature can be found and the same 

4 

class used for botli items. ^ In some instances the 
/.Item must be identified by associating it with one 
c^-the general classes of items included in the list. 
Fob example, thtf item can be identified by 
a^o5i&ting it with one of the following classes of 
^chemjpals, cloth, clothing, compounds, 
ig^l^food, games, glassware, macliines 
^pediciiies, paint, parts (repair), sta- 
not in sets), and 
uteffsllsj^r ^^^^^^^ with one of the 

following clasi^es oFequipment. apparatus, appli- 
ances (household), cabinets, *fumiture, implements 
(farm), InWIock, machines (large), tool sets 
(hand), and tools (power). 



An additional source is Handbook U (Revised) Financial 
Accounting Classification and Standard Terminology for Local and 
State School Systems, Washington. D.C.: Office of Mducation, U.S. 
Department.xDf YleaJth, Education, and Welfare, 1973. 
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Acetylene - S 
Achievement tests -S 
Acids- S 

Adding machine ribbons S 
i^dding machine tapes -S 
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Adding machines -E • 
Addressing machine plates -S 
AdSjressiiil-piachirrfe ,rib*bons, S 
Addressing machine stencils-S 
Addressing macl^nes— E 
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Adhesive tape— S * 
Adzes— S 

Air, compressed— S " \ 
Air compressors-^E 
Air-conditioning systems— SS 
Air-conditioning units, 

casement— E 
Air gaugeis, tire— S 
Air hoists— E 
Albums-S " 
Alcohol-S ' 
Alidades, telescopic— E 
''Alignment gauges^ camber, \" 

toe-in— E 
Ammeters— E 
Ammonia— S 
Ampules— S 
Anatomical charts— S 
Anatomical models— E 
Andirons— E 
Anemometers— E 
Anesthetics— S 
AniUne dyes— S 
•Animal boxes— S 
Annunciators— E 
Antifreeze— S 
Antiseptic gauze— S 
Antiseptics— S' 
Antitoxins— S 
Anvils— E 

Apparatus cabinets— E 
Apparatus, medical scientific, 
^dlectrortic, photographic, 

arc-welding— E 
Appliances, household— E 
Applicators, thrgat— § 
Aprons— S * 
Aquanums— E 
Arc-welding apparatus— E ; 
Arch supports— S * 
Archery sets— S 
Architects scales, l-inch ^ 

measure— S 
Armature growlers— E 
Arrows— S 
Art canvases— S 
Art crayons— 

Art erasers— S ♦ • • ' 

Art paints— S / ■ ^ 




Art paper— S 
Asbestos— S 
Ash cans— S 
Asphalt-S 

Asphalt roofing arid siding— S 
Astringents— S 
i^tirographs, wall— E 
Athletic uniforms— S 
Atlases— S 
Atofnizers— S 
i^diometers— E V 
Auger bits—S , 
Augers— S . , 
Autoclaves— E 

Automatic regulating valves— S 
Automobile accessories— S 
Automobile controls for handi- 
capped persons— S 
Automobile defrosters— S 
Automobile fuel tanks— S 
Automobile heaters^S 
Automobile lifts- ES> ^ 
Automobile signal^^S^ 
Automobile tires and tubes -S 
Autornpbile?— fe 
Awards— S . . *^ 

Awls-S . 
Awnings, fixed— BF 
Awnings, -removable E 
Axes^— S- 
Babbit metal-S 
Backboards, ilfeoor, fixed - BF 
Backboards, outdoor, fixed— I 
BackboardSj^ortable— ^ , * 
Backsto^Tnxed— I 
Backstops/^rtable— E 
Badges— S ' 
Badminton racke|S— S 
Bags-S 

Baking pans— S " 
Baking powder— S . ^ 

Baking soda— S 

alances, beam— E 
'balances, small spring—^ 
Baling presses, compression- 

moulding— E 
B^ bearings^ 
5all pe^ hammers— S 
Balloons— S 



BaUot boxes— S 
Balls-S 

Balld instruments— E 
Band saw blades— S 
Band saws— E - 
Band unif<Srais— E 
Bandages--S 
Bands, rubber— S 
Banners— S 

Barber shop tools, electrical- 
Barber shop tools, hand— S 
fearber-typ6 furniture— E . 
Baro^phs— E 
Barometers- E ' - 

Barrels— S.- 

Bars, horizontal, portable- E 
' Baseballs— S 
Bases, baseball— S 
Bases, electric lamp— S 
Bases, flagpole- 1 
Basins, portablp— S 
Pasketball shoes— S 
BasketbaHs-S 
Baskets, container S 
Bath curtains— S 
Bajh mats— S 
BatVi robes -S 
' Bathtub fittings S 



^atons— S 
Bats-^ 



Batteries, electric—S 

Battery charges -E 

Battery elements— S 

Battirig^ cotton— S 
' Beads, arts and crafts — S ■ 
. Beakere~S 

Beam, compass— E 

Bean bags— S 

Bearings, ball— S 
' Bearings, roller— S 

Boaters, egg, electric— E 

Beaters, egg, hand— S 

Beauty class furniture- E 

Bedding-S 

ttedpans- S 

Bed's-E ^ 

Bedspreads— *S 

Bedsprings— S 

Beeswax— S 
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Bellows, hand-S 
' Bellows, power-E 
Bells, call--S 

Bells, small hand or def^k S 

Belt dressings S 

Beits~S 

Bei\ch stops S 

Benches-E 

Benzene 

Bevels-S 

Bicycle racks, fixed -I 
Bicycle racks, portable -E 
Bicycles-E 
BillheadS"S 
Billing machines 
Binders, agricuUjflLral-E 
Binders, looseleaF— S ^ 
^^^,-Binding cloth^^ 
Binding cord-S 
Binoculars— E ^ 
. Biological charts— S ^; , 
Biologicd models-E] ^ 
Biology specimens- Sy 
Bit braces~S 
Bit tools~S 
Bits-S 

Blackboard pointers-S 

Blackboards, portable -E 

Blackboards, small slate -S 

Bladders-S 

Blades, saw-S 

Blankcts-S 

Blanks, printed -S 

Bleachers, indoor, fixed -BP 

Bleachers, outdoor, fixed- I 

Bleachers, portable -E 

Bleaches-S 

Blinds, Venetian BP 

Blocks, hat- S 

Blocks, kiAdergartcii-S 

Blocks^ surface hardened -S 

Blocks, terminal -S 

Blood analysis apparatus, 

complete-E 
Blood plasma cabinets E ,/^. 
Blood pressure apparatus £ 
Blotter holders S 
~ pads- S 



BloWers-E 
Blowpipes-S jf 
Bluep^rint machines -E 
BluepKnt paper S 
^ Bluing~Sr 
Boards, bread S 
Boards, bulletin, fixed-BP 
Boards, bulletin, portable E 
Boards, carrom-S 
Boards, checker ^ 
Boards, drawing-S 
Boards, emery~S 
Boards, games-S 
Boards, ironing-E 
Boards, ironing, built-in -BP 
Boards, lumber-S 
Boards, raounting-S 
Boards, sandwich- S 
Boards, wash-S 
Boats ot canoes— E 
Bobbins-S 
Bodies, bus-E 
Bodies, truck- E 
Bodkins- S 
^oiler cleaners-S 
Miler compounds-S 
Boiler firing tools S 
Bolt cutters-S 
Bolts-S 
Bond paper-S 
Book cards-S 
Book jackets-S 
Book pockets~S 
Book recprds-S 
Book stacks-E 
Book trucks-E 
Bookbinding machinery h 
Bookcases, portable-E 
Bookcases, sectional E 
Bookcloth S ' 
Bookcovers-i> 
Bookends-S 
Boolcl^eeping founs S 
Booklceeping macliincs t 
Bookplates S 
Books-S 

sBooks, cash S , 
]Bh<^s, compositiyu S 
BoolSjJiliiary-E 



Books, looseleaf note-S 
Bpoks, record -S 
Books, text rS 
Boots- S 

Boring machines, precision. tabl< 

or vertical types E 
Bottle syphons S ^ 
Bottles-S 

Bowling alley pins S 
Bowls S 

Bowls, water closet -S 
BowsL archery -S 
Box files, cardboard -S 
Boxes-S ' ^ 
Boxes, electrical-S 
Boxing gloves-S v 
Boxing rings, complete-E 
Boyle's law apparatus, 

complete unit— E 
Brake lining-S 
Brake lining machines- E 
Brakes and folders, hand or 

power— E 
Brakes, complete replacement un 
Brass polishes -S 
Brass rods-S 
Bras^sheets-S , ' . . 
Bread knives-S 
Bread pans-S 

Brea^ slicers, mechanical -E 
Bread toasters, electric,-E 
Breadboards-S 
Breakers, circuit-S 
Bricks-S . 
Bridges, wheatstone and 

similar-E ^ 
Bridles--S , ^ 
Brief eases S A 
Broilers, electric £ 
Bronze, casting S 
Bronzing liquid -S 
Brooders-E 
Brooms, hand S 
Brooms, power^invcir h 
Brushes-^S 
^ckets-^S 
micksaws -S 
Buffers, electric E'' 
^Bug>pfays S 



Bulbs, electric light— S 
Bulbs, flower— S 
Bulletin boards, 0xed— BF 
Bulletin boards, portable --E 
Bunting— S . 
Burettes— S * 
Burlap-S 
Burners, Bunsen— S 
Bus accessories— S 
Bus chassis— E ^ 
Bus repair parts— S 
Bus tickets— S 
Bus tires and tubes— S 
Bus tokens— S 
Bus wagons— E 
Buses^E 
Bushings— S 
Butter spreaders— S 
Buttons-S 
Button^, push— S 
Blazers— S 

Catinets, apparatus— E 
.Cabinets, beverage cooling, 

ice or electric— E 
Cabinets, filing— E 
Cabinets, fixed— BF ^ 
Cabmets, froAn food storage— E 
Cabinets, ice- cream, ice or . 
^ electric— E 
Cabinets, laboratory— E 
Cabinets, lantern slide— E 
Cabinets, portable -E 
Cabinets, print, drafting— E 
Cabinets, printers, galley— E 
Cabinets, printers, type— E 
Cabinets, supply -E 
Cable-S 
•Gages— E 
Cake knives -*S 




Cal^nc 
, jCalico- 



Calorimeters, continuous 
flow— E 
^ Calorimeters, electric- E 
Cameras— E 

Cameras, motion picture E 

Cameras, still— E 

Cameras, TV -E 

Can covers 

Can openers— S 

Candles— S 
^ Candlesticks -S 

Canes— S 

Canners— E 

Canoes— E 

Cans, ash— S 

Cans, garbage— S 

Cans, rubbish— S 

Canvas— S 

Cappers— E 

Caps, metal— S 

Carbide-S 

Carbon dioxide— S 

Carbon papcP-S 

Carbon ribbons— S 

Carborundum**stones— S 

Carburetors— S 
' Card holders— S 
gjfftC^d punching and sorting 
Ofevice- E 

Card racks- 1 

Card tables— E 

Cardboard— S 

Cardboard boxes— S 

Cards-S^ 

Carpenters squares— S 
Carpet beaters -S 
Carpets -E 
Carrom boards -S 
Carrom cues- S 
Carrom rings -S 
C:arts~E 
Carving knives S 
Cases, brief - S 
Cases, cardboard— S 
Cases, display E 
Cases, file -E 
Cases, laboratory E 
^ase^, musical instruments, 
large- E \ 



iDases, musical instruments, 

small— S 
Cases, supply— E 
Cases, type— E 
Cash boxes— S 
Cash registers -B 
Casters— S 
Casting bronze— S 
Catalog cards— S 
Catches— S 
Cattle-E 

Citulking compounds— S 

Caulking irons, all sizes--S < 

Caustics— S 

Cellophane— S 

Cells, photoelectric— S 

CeUuloid-S ^ 

Cement, construction— S 

Cement, liquid— S 

Centering machines -E 

Centrifuges— E 

Certificates— S 

Chafing dishes— S ' 

Chain hoists— E , 

Chains— S 

Chains, tire— S 

Chair pads— 

Chairs— E * 

Chairs, folding— E 

Chalkboards, fixed— BF 

Chalkboards, portable— E 

Chalks-S 
^4Chamoisf— S 
^ Change holders— S 

Char coal- S 
^ Charge slips S 

Chargers, battery - E 

Chart stands- E 

Charts, large -E 

Charts, small S 

Chassis, bus- E 
X!;hassis, truck fc 

Check handling niacliin^b i 

Checkbooks S 

Checker boards S 

Checkers— S ' 

Checks, bras$ S 

Checkwriters— E 

QieeseclOth -S 



/ Chemicals-S 
Chemistry glassware-S 
Chemistry rubber goods-S 
Chimes, large -E 
Chimes, smaU-S 
Chinaware-S 
Chisels, in sets-E 
Chisels, not in sets- S 
Choppers, food, hand-operated -S 
Choppers, food; power E 
Circuit breakers- S 
Clamps-S 
Qay-S 

Clay modeling tools-S 
Qeaners, flue-S 
Qeaners, steam vaipor-E 
Qeaners, vacuum-E 
Qeaning compounds— S 
Clinometers, photoelectric-E 
Clippers, electric— E 
Clippers, hand-S 
Clips-^S 

Qock systems, program, 

electric-SS 
Clocks, desk-S 
Clocks, wall— E 
Qoth-S 
Qoth binding-S 
Qoth cutting machines-E 
Qoth nets-S. 
Qothes baskets-S 
Qothes brushes-S 
Qothes dryers- E 
Clothes hooks— S 
Qotheslines— S 
Qothespins-S 
Qothing-S 

Qutch rebuilding apparatus - b 

Coat hangers-S 

Coat hooks^^S 

Cocoa mats-S 

Coffee cans-S 
« 

Coffee grinders-b 

Coffee percolators, electric - E 

Coffee pots'--S 

Coffee ums-^l 

Coin, currency, and check 

i-nY^ilpg niachines— E . 



Collapsible tables-E 
Colored pencils-S 
Colorimeters-E 
Coloring dyes-S 
Combines -E 
Combs— S 

Combustion analyzers -E 
Comparators-E 
Compasses, blackboard— S 
Compasses, drawing-S 
Compasses, magnetic— E 
jCompasses, magnetic, pocket- 
Vompounds-S 
Compressed air— S 
Compressors, air— E 
Computing machines-^ 
Condensers, electronic-S 
Condensers, jgiiition 

distribution-S 
Condiments-S 
Conduit boxes-S 
Conduits and fittings-S 
Connecting rod aligners-E 
ConneQting rod boring 

machines— E 
Connecting rod rebabbiting 

j'igs-E 
Connectors, wire-S 
Construction pa!per-S 
Containers— S 
Conveyors-E 
Cookers, pressure-E 
Cooking stoves-E 
Cooking utensils— S 
Coolers, water-E 
Coping saw blades -S 
Copper -S ' 
Coppers, soldering S 
Copyholders S 
Cord S 

Cords, electric S 
Cores, valve-S 
Cork-S 
Corkscrews- S 
Cornices, metal S 
Correction fluid, stencil S 
Cbrrooyes-S > 
Corrugated paper S * / 
Costumers -E / 



Costumes, theatrical -S 
Cots-E 
Cotter pins-S 
Cotton, absorbent S 
Cottgn gauze-S 
Couches-E 
Counter freezers -E 
" Counters, fixed -BF 
Counters, revolution and 

stroke -S 
Counter^ks-S 
S Couplings— S 
Coveralls-S 
Covers— S 
Crayons-S / 
Crockery -S 
Qrocks— S 
"^ross-section paper S 
Crucibles-S 
Crude 6fl-S 
Crushed rock— S 
Crystals, watoh-S 
<Pues, carrom-S 
Cultivators-E * 
Culverts^ sheet metal -S 
Cup hQoks— S 

Cupboards-E ^ ^ , 

Cups-S ' . 

Cups, grease -S 
Curbs-I 
• Curling irons-S 
Curtain rods-S 

Curtains, shower and window-S 

Curtains, stage~-j^F * 

Curtains, cyclorama-BF . 

Curtains, window— S . 

Cuticle ptis^jiers-S 

Cutlery--S 

Cutters, glass S 

Cutters, large E 

Cutters, pastry S 

Cutters, plane S # 

Cutters, small- S 

Cylinder boring machiiica E 

Cylinder oils S 

Cylinders, dictating niacliinc i> 
^ Cylinders, gas E 

Cylinders, hydronictcr jar S 
CylinderSv-ifiiailing S 





Dishes— S 


Date s£aniDS — S 


Dishwashers fixed— BF 


Daters~S 


Disil washers, portable— E 


Dating machines— E 


Disinfectants— S 


Decorations— S 


DisDensers. soao— S 


Deep fat fryers— E 


Display cases— E 


Deeo freezers— E 


DiQnlav mounts — S 


Dental abrasive ooints— S 


Disjsftrtinff sets S 


Dental benches— E 


Distilled water— S 


Dental cabinets— E 


rHstilliTHF annjirjitiis— P 


Dental chairs— E 


Distributor bnicps -S" 


Dental charts— SLa 


rHcfriKiitnrs S 


Dental drillins aniMratus— E 


lyllLU niaL|llIlC3 — 1^ 


Dental drills— S 


rVi \ri H AiH! ^1 
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Dental histruments small — S 


JL/UlilCo— O 


Ddfedoyizers— S 


nnlllM— ^ 
1/Uiilvo — kJ 


* Desk blotters— S 


L/OUS — O 


Desk lamps— S 


Donmnjits— S 


Desk tetter baskets— S 


Doors— S 


Desly pads— S 




Dedts-E 


FVrflftincT instnimpnts S 


^ Deyelopers, photographic— S 


rVriiftiTi<y m 51 r*Vi iTi #»c P 


Developing tanks— S > 


DraffliriPS S 


Dextrin— S 


Drain rleaners — S 


Dextrose-S 


Drain nans — S ^ 


Diaries— S 


Drain nluffs 51 / 


Dictating machine cylinders, 


Drain nluncers — S 


, discs, and tapes— S 


Drain tile — S 


Dictating machines— E 


Drainoioe flushers — S 


Dictionaries, abridged-S 


Draoerv — BF 


' Dictionaries, large 


Drapery cloth— S 


unabridged— E 


Drawinff boards — S 


Dictipnary stands-E 


Drawing compasses— S 


Dies, in sets— E 


Drawing instruments— S 


Dies, not in sets— S 


Drawing paper— S 


Diesel engines, integral 


Dra^i^^nff nens — S 


parts of larger units -S ' 


Drawine tables — E 


• Diesel engines for use in 


l^lV^dCltJ, wlllyl y Wiivd 


classrooms— E 


Dre^sinffS i^elt— S 


Diploma covers— S 


Drier inkj-S^ 


Diplonia ribbons— S 


Plrii*r nuint ^ 


Diijloma- seals— S 


Dripr Vi^mish -S 

1^1 Ivl , veil 111341 O 


Diplomas— S 


Thrift mf*tf*r^^F 


. Discs, optical— E 


rVrift nitis all si7f*<i S 

1^111 i l^lllu, All OlZ^v^ ^ 


Discs, phonograph -S 


Drill bits— S A 


Dish brushes— S 




Dish cloths-'S 


Drill presses, bench, floor, 


O.hpans— S 


or radial-E 


ERJCh trucks-E 


DriUs, hand-S 



Drills, powlr— E 
Drinking water coolers, 

electneiDr ice— E 
Driveyays-I 
Drugsis 

Drums, bass, kettle, snare E 
Drums, fiber-S 
Drums, metal— S 
Drums, other Htan musical -S 
Dry cells-S 
Dry measures-S 
' Dryers^E 
Dryers, clothes— E 
Dryers, hair-E 
Drygoods— S 
Drying units, infrared-E 
Dumbbells-S 

Duplicating machine brushes— S 
DupUcating machine ink-S 
Duplicating machine paper-S 
Duplicating machine parts— S 
Duplicating machin^Toi^S 
Duplicating macMires-E ^ ' 
Dustcioths--S 
\ Dusters-S 
r Dustpans— S 
Dyes-S 

EarthenwaVe— S 
Easels, large-E 
Easels, small-S 
Edge tools, except cutting 

dies-S 
Edgers, lawn^E 
Educational tests-S 
Eggbeaters, electjic-E 
Eggbeaters, hand— S 
Elastic-S 

Electric batteries .S 
Electric cUppers, sheep, 

horse -E 
Electric cord^.r S 
Electric dishwaShei-s t 
Electric floor scrubbers t 
Electric fuses -3 
Electric hot plates E 
Electric irons -E 
Electric lamp bases - S 
Electric light bulbs S 
Electric niixers - E 



Electric sanding mdchines— E 
Electric switches— S 
Electric toasters— E 
Electric tube testers-E 
Electric vacuum cleaners—E 
Electric waxing machine^E 
Electric welding appara^gyE 
Electric >^es— S 
Electrical boxes— S 
Electrical systems-SS . 
Electrodes— S 
Electrolysis apparatus— E 
El^tromagnets, laboratory— S 
y Electronic components— S 
. Electronic deviation meters— E 
Electronic frequency' meters— E 
Electronic power supply and 

voltage regulators— E 
Electronic recording devices, 

graphical and visual— E 
Electronic tubes— S 
Electronic volt-ohmmeters— E 
Elements, battery— S 
Embossers— E 
Embossing fluid— S 
Embdssing pans— S 
Emery boards-S 
Emery cloth— S 
Emery powder— S 
Emery wheel dressers-S 
Emery wheels— S 
Enamel— S 
Enameled ware— S 
Encyclopedia, set— E 
End tables— E 

Engineers scales, measurq^— S 
Engine flushing machines - E • 
- Engines, for Use in classrooms - b 
Engines, integral parts of 

larger units— S 
Enlargers-E 
Envelope sealers -E 
Envelopes -S 
Epsom salts— S 

Eradicator, ink S > 
Erasers, electric-E 
Erasers, hand-S 
: g^^jt cases E 



ire meters, camera E 



Extensometers-E 

Extinguishers, fire H 

Extractors-E 

Extracts-S 

.Eye charts S 

Eyelets— S 

rabrics-S ^ 

Face and eye shields -S 

Faces, archery— S 

Falling weight t'ammers— E 

Fans, electric, portable— E 

Fasteners— S <t 

Fasteners, Ip^arel-S 

Faucets, combination or single -E 

Feldspar— S 

Felt-S 

Fences— I 

Fencing foils--S 

Ferrules— S / 

Fertilizers— S 

Fiber rod— S 

Fiber sheets— S 

Fiber lubes— S 

Fiberboard— S 

Figures, geometrical, models, • 

in sets— E 
File- boxes— S 
File cards— S 
File folders— S 

Files, wood and metal working-S 

Filing cabinets— E . 

Filing machines— E 

Filings— S 

Fillers, battery— S 

Fillers, ink— S 

Fillers, paint— § 

Fillers, wood / 
Film S' 

Films, motion picture b 
Films, photographic S 
Films, television S 
Film cement S 
Filter paper S 
Filters, small S 
Fingers, rubber S 
Filmstrips— S 
Firearms E 
Fire axes - S 

Fire extin^islier ictUla S 



Fire extinguishers-E 
Fire hooks— S 
Fire safety systems 5?S 
Fire shovels -S 
Fire tongs— S " 
Fireplace fixtures -E 
Fittings, lubrication S 
First aid kits— S 
Flagpole bases- 1 
Flagpoles— I 
Fjigs, laige-E 
Flags, small-S 
Mashlights-S 
Flasks-S 

Flatirons, electric-E 
Flavorings— S 
Flaxseed— S 
Flexible cord sets— S 
Flexible metal hose— ^ 
Flexible metal tubing— S 
Floats, hydrometer ~S 
Floats, plumbing-S 
Floodlights, portable -E 
Floor covering, wall-to%all 
Floor oil— S 

Floor scrubbers, electric-E 
Floor waxes— S 
Flour~S 
Flower bulbs-S 
Flowerpots-S 
Flowers— S . 

Flue cleaners— S , . 

Fluoli^scent lamps— S 

Fluorescent starters— S 

iFluoroscopes-E 

pushers, drainpipe S 

Flusfi valves-S 

Flux S 

Fly sprays S 

Folders -S 

Folding chaiiib h 

Folding tables E 

Food S 

Football duiuuiica, tui^Kha^ 
Football shoes S 
Football uniforms S 
Footballs S V 
Forceps S 
Forges H 



BF 



Forks, silverware-S 
Forks, spading— S 
Forks, tuning— S 
Formaldehyde-^S 
Forms, dress— E 
Forms, geometrical, model, 

in sets— E 
Forms, printed— S 
Foundry machinery -E 
Frames, blueprint-E 
Frames, door-S 
Frafilefi, mirror— S 
Frames^ ophthalmic-S 
Fraane?, picture— S 
Frames, saw— S 
Frames, window-S 
Freezers— E 
Freezers, ice cream— E 
Frequency meters— E 
Friction tape— S 
Fruits-S 
Fuels^S 
Fumigants— S 
Fumigators— S 
Fungicides— S 
Funnels— S 
Furnaces— E 

Furnaces, heat treating-E 
Furnaces, laboratory— E 
Furnaces, romelting, type 

metal— E 
Fumitur^E 
Furniture poUsh-S 
j^use\-S 
Gages, tire-S 
Galvanometers - E 
Galvanoscopes -E 
Games 

Garbage cans -S 
Garden hose--S 
Garden tools -S 
Garments--S 
Garnet paper -S 
Gas compx;essors E 
Gas C3^1inders-E 
Gas mantels-S 
Gas meters, laboratory type E 



Gases-^ 
Gaskets— S 
Gasoline— S 

Gasoline dispensing pumps, 

electric— E 
Gasoline dispensing pumps, 

hand operated -S 
Gates-I 

Gauges, alignment, 'cambers, 

toe-in— E 
Gauges, tire-S 
Gauze— S 

l^^^cutting machines— E 

Gelatin duplicators- E 
Gelatin pads-S ^ 
Generators, integral parts 

of larger units— S 
Generators, not integAl parts 

of larger units-E 
Geographic globes, large 

stand type— E 
Geographic globes, small 

desk type— S 
Glass-S ' 
Glass, watch— S 
Glass cutters— S ^ 
Glass >yool-S 

Glasses, drinking-S . , ' 
Glasses, magnifying— S 
Glasses, ophthalmic-S 
Glassware— S ' 
Glaze-S 
Glides-S 

Globes, electric light --S 
Globes, geographic, lai^ge 

stand type E 
Glot>es, geographic, small 

desk type -S 
Glovel^Yubbe^ S 
Glue-S ^ ' 
cerin-S 
sts-I 
es -S 
Grading T-1 
Graduated meaiiAicij^^ 
Graph paper- S 
Graphite- Sr^ 





Grass seed— S ^ 
Grass shears, hand operated— 
Grass shears, power operated 
Grates, stove- S 
Gravel— S * 
Grease -S 

Grease guns, air, g\m onJy-S 
Grease guns, hand— S 
Grinders, coffee— E 
Grinders, hand operated-^ 
Grinders, power operatedT— E 
Grinding compounds— S 
, Grinding wheeli 
Groceries— S 
Growlers, armature 
Guards, arm— S 
Gnards, lamp— S 
Guards, shin— S 
Gummed cloth— S 
Gummed figures— S 
Gummed labels— S 
Gummed seals— S 
Gunjmed tape— S 
Guns, star^mg— E 
Gym shoes— S 
Gypsum— S 
Gyroscopes— E 
Hacksaws-S 
Hair clippers, electric- 
Hair clippers, hand— S 
Hair dryers— E 
Hairpins— S 
Hall trees— E 

Hanuners, autobody, pneu- 
matic— E 
Hammers, ball peen— S 
Ifammers, electric, hand E 
Hakimers, hght forged S 
Hammers, power E V 
Hammers, sledge S 
Hamf)ers S * 
Hand bags S 
Hand saws S 
Hand stamps S 
Hand tools, in scu^ i: 
Hand tools, not in sct^ S 
Hand toqjs, po^ ^er driven, 

pneumatic and electric i 
Hand trucks B 



S 



Handballs-S 
Handbooks— S 
Handles-S 

Handscrews, wood and iron S 

Hangers, clothing— S 

Hangers, hardware 

Hardware ~S 

Harnesses— E 

Harrows -E 

Hatblocks-S 

Hatchets^S 

Headlights-S ' : 

Heaters— E 

Heaters, portable— E 

Heating pads— S 

Heating systems — SS 

Hectographs— E 

Hemp fibre— S 

Hinges— S 

Ho6s, garden— S 

Hoists— E ^ . 

Hoists, eljectric or pneumatic -E 

Holders, bio tter-S • 

Holders, change— S ^ 

tlolders, copy-S I> 

Holders, dictionary— E 

Hooks— 9^ 

Horizontal bars, p9rtable-E, 
Horns, motor vehicle— S 
Horses— E 

Hbrses, gym equipment— E 
>f(5rseshoes— S 
Hose, apparel ' 
Hose, flexible metal-S 
Hose, garden— S 
Hose clamps— S 
Hose nozzles— S 
Hot pla^s-E 
Hot water bottles 
Hurdles -E 

^HydrauUc jacks, garage lypc h 
lydrometer floats S 
fydrometens-S 
^gfometers--S 
^podermic needles S 
^podermic syringes S 

ERXO^ cabinets, ice or 
"^^S^ctric— E 



ce cream freezers-E 
gnition coils— S 
mplements, farm - E 
ncandescent lamps, bulbs S 
ncinerators, fixed--! 
ncinerators, portable F 
ncubators-E 
ndex cards- S 
ndex labels-S 
jq^ex tabs-Sv 
ndian clubs -S 
nductance standards E 
nk-S 

nk drier— S 
Ink eradicator-S <. 
Ink pads^S 
nner tubes, auto -S 
nsect nelts-S * 
nseCt screening— S 
nsecticides-S 
nsignia— S 

nstruinents, band and musical— E 
nstruments, dental, sn¥all-S ' 
nstruments, drafting— S 
nstruments, drawing— S 
nstrumer^ts, medical, small -S 
nstruments, musical— E 
nstruments, recording, 

electrical— E 
nstruments, surgical, small— S 
instruments, surveying— E 
nstruments, testing— E 
nsulators— S 
ntelligence tests— S ^ 
ntercommunication systems— SS 
nterferometers E r 
nterval timers S 
odine— S 
odoform S 

ron filings -S # 
ron gauze S 
Ironers E 
Iron, sheet S 
Iron wedges S 
Ironing boards S 
Irons, electric E 
Jackets, book S 

Jacks^ garage type, lii/diaulit. t^ ^ 

Jacks, mechanical S 

Jars-S 



Jointers— E 
Joints, plumbing-S 
JilTfc^xtractors, electric H 
Jump Standards ■ E 
Kerosene— S 
Kettles-S 
Key racks -E 
Key rings - S ^ 
Keys-S 

Keyboards, piano, paper -S 
Keyhole saws— S 
Kihis~E 

Kitchen tables— E a 
Kitchen utensils— S 
Kits, first aid— S 
Knee pads— S 
Knives "S 
Labels-S 

Laboratory balances, beam— 
Laboratorytittings, plumbing~S 
Laboratory furniture -E 
Laboratory glassware— S 
Laboratory nftdels— E 
Laboratory mounts—S ^ 
Laboratory tools, small hand— S 
Lacing— S 
Lacquers 
Lactose -/S 
Ladders,Uarge~E 
Ladders, VnaU^S 
Ladles-S 
Lagscrews- 
Lamp bases-S 
Lamp bulbs—S 
Lamps -E 
Lamps, desk--S 
Lamps, drafting table -S 
Lamps, electric floor- -E 
Landscaping— I 
Lantern ^lide cabinets E 
Lantern sUdes S 
Lanterns -S 
Lathes-E 

Lathes, brake drum h ^ 
Lathes, turret, or automatic 

screw machines -E^' 
lathes, wood turning E 
Laths S 

Lawn mowers E 
Lawn rollers E 



Lawn sprinklers, movable— S 

Lawn sprinklers, traveling— E 

Lawn sprinkling systems -I 

Lawns-I 

Lead-S ^ 

Lead pencils— S 

Lead, red— S 

Lead j slug and rule casting 

machines, elrod— E 
Leather-S 

Leather briefcases— S 
Leatherworking tools, hand~S 
Lecterns— E 
Ledgers-S 
Lenses— S.^ 
Letter baskets— S 
Letter files-S 
Letter openers— S . 
Letter scaleis— S ^ ^ 
Letterheads-S 
Lettering pens— S 
Letterpresses— E - 
Levels, precision machinist's— S 
Levels, small or carpenter's— S 
Levels, surveying— E 
■ Library books— E 
Library furniture— E 
Library trucks— E 
Lifts, vehicle— E \ 
Light biribS'S 
Light globes-S 
Light systems— SS 
Lighting units, blueprinting— E 
Lime— S 

Line markers, large push type— I 
Line markers, snjaU— S 
Linens—S ^ 
Liners, staff, music-S 
Liners,' type— S 
Lining, brake— S 
Lining, cloth ^-S 
Linoleum— S 
Linotype metals S 
Linotypes— E 
Linseed oil— S 
Liquid bronzing— S 
Liqu^ polishes— S 
I '^"J/" soaps-S 
lERJC paper-S 



/ 



/ 



/ 

Livestock— E 
Loam— S 

Locker, built-in—BF 
Lockers, movable— E 
Locknuts— S 

Locks, small, not built-^in—S 
Looms— E 

Looseleaf binders'— S 
Looseleaf notebooks— S 
Lubricants— S 
Lubricating oil— S 
Lubrication fittings— S 
Lugs, soldering— S 
Lumber— S 
Machine tools— E 
Machinery, canning— E 
Machinery, cement-making— E 
Machines, adding— E 
Machines, addressing— E 
Machines, billing— E - 
Machines, bookkeeping— E 
Machines, brakelining— E 
Machines, calculating— E 
Machines, check handling— £ 
Machines, coin handling— E 
Machines, coin operated— E 
Machines, dating, power— E 
Machines, dating, small h^nd— S 
Machines, dictating— ' 
Machines, dishwashing— £ 
Machines, drafting— E ' 
Machined, drycleaning— E 
Machines, duplicating— E , 
Machines, laige— E 
Machines, laundry— E 
Machines, mimeograph-E 
Machines, mixing— E 
Machines, numbering, power E 
Machines, numbering, small 

hand S 
Machines, polishing- E 
Machines, pressing - E 
Machines, sanding -E 
Machines, scrubbing - Ij 
Machines, sewing-^^E - 
Machines, small, hand 
Machines, stamping, power 
Machines, stamping* smaU^ 

hand-S 



Machines, tabulating— E ^ 
MaQhines,l^ashing— E 
Machines^ waxing-E 
Mag^izine covers— S 
Magazine racks, lai^ge stand- E 
Magnets, laboratory— S 
Magnifying glasses— S 
Mail boxes— S 
Mallets-S 
Manicuring tools— S 
Manila files— S 
Manila folders— S 
Manila rSpe— S 
Map tracks— S 
M^ps, large- E 

Markers, line, large push-type— E 
Markers, line, smaH— S , 
Matches— S 

M^;trix» type— S / 
Mats, door and bath-S 
Mats, gymnasium, tumbling, 

wrestling-E 
Mattocks-S 
Mattresses— S 
Mauls— S 
*i^al^S 
Meats-S 

Mechanical drawing instruments— S 
Mechanical pencils— S 
Medals-S 

Medical instruments, small— S 
Medicine balls— S 
Medicine cases— E 
Medicines— S 
Megaphones— S 
Memo books-S ^ 
Mending materials S ^ 
Mesh, steel wire - Sj 
J^etabtJGsiirftppaiutus E 
Metal polishes— S 
Metal working machinery E 
Metal working tools, small, 

hand operated— S 
Metals, .die casting S 
Metals, laboratory S 
Metalis, linot^e-S, 
Meter sticks -S j 
Meters, watt, laborawry type E 



-Microfilm readers and viewers 

for office use-E 
Micrometers, in sets— E 
Micrometers, not in sets~S 
Microproj^oi^— E 
Microscopes^E 
Milk cans-S 
Milking macl^es— E 
MUliammeters— E 
Milling machines, bench or 

floor— E 
Millivoltmeters— E • 
Mimeograph machines— E 
Mimeograph paper— S 
Mineral wool^S 
Minerals, laboratory— S 
Minute books— S 
Mirror frames— S 
Mirrors, large waU— E 
* Mirrors, small— S 
Mitre boxes— E 
Mixers, electric— E , 
Modeling clay— S 
Modeling tools-S 
MfDdels, dress— E 
Models, shop and laboratory— E 
Molding, metal-S ^ 
Mop pails— S 
Mop trucks— E 
' Mop wringers— S . 
Mops— S 
Mortar— S 

Mortisers— E ^ 
Moss— S 

Motion picture cameras— E 
f potion picture films— E 

Motion picture projectors-E 

Motor analyzers— E 

Motor generator sets— E 

Motor vehicle parts- S 

Motor vehicles— E ♦ 

Motorcycles— E 

Motors, integral parts of 
•larger units— S 

Motors, not integral parts pf 
larger units— E 

Mounting boards-S 

*'j"3etraps-S 
ERJCers, lawn-E 



Mucilage— S 
Multimedia sets— S 
Music stands— E 
Music, sheet-S 
Musical instruments— E 
Mudin-S 
Mustard— S 
Nail polishes— S 
Nails-S 
Napkins— S 
Napkins, sanitaiy — S 
Neatsfoot oil— S 
Needles— S 

Needles, hypodermic— S 
Negative racks— S 
Negative taihks— S 
>^Nets, clothes 
Nets, steel— E 
Newspapers— S 
Nibbling machines— E 
Nickel polishes— S 
Noise and field strengt^^ 

meters— 
Notebook covers— S 
Notebooks— S 

Notebooks, stenographers— S 
Nozzles, hose— S 
Numb^ing machines, power— E 
Bering machines, small 
^ id-S 
Nu^ 

Oakum— S 
Oars-S 

Office composing machines 

Vari types— E 
Office furniture— E 
Ohmmeters~E 



Oil-S s 
Oilcans S ^ 
Oilcloth -S 
Ointments,-^ 
Ole bmaixarine - S 
Operi^, letter- S 
Ophthalmic frames 
Optical discs -E 
Organs-E . / 
Oscillators- E 
Oscillographs -E 
Oscilloscope -E 



Outlets, electrical— S 
Outline maps-S 
Output meters— E 
Ovens— E 

Oven ware dishes ~S 
Oxygen— S 
Packin^-S 
Padding-S 
Padlocks-S 
Pads, cli^— S 
Pads, desk— S 
Pads, u\k-S 
Pads, stamp— S 
Pads, typewriter— S 
Pads, writing— S 
Pails~S 
Paint drier— S 
Paint remover— S 
Paint spraying outfits— E 
Paintbrushes— S 
Paints-S 
^Palettes-S 
Pamphlets-S 
Pans, large— E 
Pans, small -S 
Pantographs— S 
Paper-S 
Paper clips— S 
Paper cups -S 
Paper cutters— E 
Paper fs^^steners— S ^ 
Paper napkins— S 
Paper punches— S 
Paper towels— S 
Paraffin-S 
Parts, automotive— S 
Parts, radio, resistors, tubes, 

transformers -S 
Parts, repair- S 
Paste - S . 
Paste brusties S 
Pasteboard -S 
^^^Pasteboard boxes S 
^Pastries S ^ 
^ Paltry cutters -Jf 

Patcl^ing compounds S 
ms S 

g I 

eat moss S ' *• 




Peelers, electrical-E 
Peelers, hand-S 
Pen points-S 
Pendl sharpeners— S 
Pencils— S 

Pencils, mechanical-S 
Penetrometers, soil-E 
Penholders-S 
Penknives~S 
Pennants— S 
Pens^S 

Percolators, coffee, electric-E . 
Perforators, large— E 
Perforators, small— S 
Periodicals— S 

Permanent waving machines— E 
Pestles-S 

Phonograph fteedles— S 
Pho n ograph ,re cord albums - S 
Phonograph records— S 
Phonographs--E 
Photocopying apparatus— E 
Photoelectric cells— S 
Photoengraving apparatus— E 
Photograph mounts— S 
Photographic lenses— S 
Photographs— S 
Photometers— E 
Pian<!) parts— S 
Pianos— E ^ 
Picks-S 

Picture frame s-S 
fPicture wire— S ' 
Pictures, small— S 
Pictures, wall, laige-E 
Pigments— S 
Pillows-S t 
Ping-pong sets - S ^ 
Pinking shears- S 
Pins-S . 
Pipe-S 

Pipe dies, in sets E 
Pipe dies, not in sets S 
Pipe fittings-^ 
Pipe, steel-S f 
. Pipettes-S 
Piston rings— S 

^ 5-S ' 

§£i£rs-S 



Pitch pipes-S ' 
Pitchforks-S 
Plane cutters— S 
Planers, power- E 
Planes, hand— S 
•"Planing machines, photo- 

engravers— E 
Plaques, pentfanent- -E 
Plarimeters-E 
Plaster-S 

Plaster, adhesive— S 
Plastic wood— S 
Plate glass-S 
Plates-S / 

Plates, addressing machine— S 
Platps, battery--S 
Plates^ bench— E 
Plates, bopk-S 
Plates, hot-E 
Plates, lantern slide— S 
Plates, photographic— S 
Platforms— E 

Playground equipment, fixed -I 
Playground equipment, movable— 
Playground surfacing— I 
Pliers-S 
Plows, fleld—E 
Plows, snow— E 
Plugs, drain-S 
Plugs, spark— S 

Plumbing and heatijig vdves— S 
Plumbing fixture fittings 

and"trim-S 
Plumbs-S 
Plungers, drairi-S 
Pockets, book- S 
Pointers-S ') 
Points, drtll-S\ 
Polarimeters-E 
Polariscopes -E 
> Poles -S 

Poles, climbing S 
Poles, vaulting,^anibou H 
Poles, vaulting, metal E 
Polishes -S ^ 
Portfolios, leather -S 
Postal meters-' E 
Posters-S 
Posts-S 



Posts^xed-I 
Pot cleaners- S v 
Potato peelers, large, 

machine -E 
Pots, large— E 
Eots, small- -S 
Pottery-S- 
Powders-S 

Power sprayers and dusters -E 

Preservatives—S 

Presses, arbor— E 

Presses, book, bookbinders— E 

Presses, cylinder, flat bed, 

printing— E 
Presses, engraving— E 
Presses, letter^E 
Presses, lithographic or offset 

printing— E 
Presses, mechanical— E 
Presses, power— E 
Presses, punch, foot power - E 
Pressure cookers- E 
Printed materials— S 
Printing cases— E 
Printing fratnes— E 
Printing ink,-S 
Printing materials— S 
Printing presses— E 
Printing sets, rubber— S 
Printing type -S ^ / 
Prisms-S / 
Projectors-E / 
Protectors, check— E / 
Protractors-S 
Pruners, hand— S 
Pruners, power— E 
Psy chrome ters^ S 
Public address systems, 

installed SS 
Public Address systems, 

portable -E * 
Pulleys -S p 
Pumice S 

Pumps, large E ' i 

Pumps, small -S 
P\inches -S 

Punches, electrical E "^-^ 
Piish buttons^ S 
Pushcarts E 



r 



Putty-S 
Pyrometeis— E 
Quivers, arrow— S 
Rackets, badminton— S , 
Rackets, tehiys~S 
Racks, bicycle, fixed— I 
Racks, bicycle, portable-E>. 
Racks, large stand— E ' 
Radio receiving sets—E 
Radio transmitters— E 
Radio tulles— S 
Radios— ES 
Raffia-S W ' 
Rags-S ^ ) 
Rakes, g||deit-S 
Rakes, ^^Bdw— £ 
Rams, hydraulic— E ; 
Ranges, cooking-E 
Rasps— S, 
^ Rattan-S 
Reamers— S 
Receptacles— S 
Record books— S 
Record forms- S 
Record play ers— E 
Recorders, sound— E 
Recording tape and wire— S 
Recor^J, phonograph-S 
Reeds-S 
Reels,. hoSe—S 

Reels, motion picture film— S 
Reference books— E ' 
Reflectors, parabolic— S 
Refracting apparatus— E , 
Refrigerators -E 
Registers, cash— E 
Registers, printed— S 
Regulating valves— S 
Regulators, voltage- S 
Relief maps^S 
Repajp parts- S 
Report forms-S 
Resistors-S 
Respirafbrs— S ^ 
^torts, glass laboratory- S 
(*RhejOstat-E 
Rdbbons, adding Machine S 

6 nis, addressing machine S 
ERJQs, cloth-S 



Ribbons, typewriter— S 
Ringtoss g^e— S 
Rings, bbxing— E 
Rings, carrom-S 
Rings, flying-E 
Rings, key— S 
. Rivets-S 
Robes-S 
kbcb, crushed— S 
Roller bearings— S 
Rollers, ink— S 
Rollers, lawn— E 
RooJQng materials— S \ 
Rope-S 
Rosin— S 
•Rottenstone— S 
Rouige— S " \ , 
Rduters-E 



Routers, plate, jlhotoengrav^g-E 
Rowboats-E ^ 
Rubber band&-=^ 
Rubber goods— S 
Rubbish cans-S 
Rugs, room size— E 
Rugs, scatter— S 
Rulers-S ' 

Rules, shrink and circum- 

ference-S 
Saccharimeters— E • 
Safes— E 

Safety belts, window-working-S, 
Safety glass—S 
Safety pins— S 
Salts-S 

Sand-S ^ 
Sandere, eleetric-*^E 
Sandpaper-S 
^Sandwich boards S 
Sanitary napkins S 
Sanitary systems SS 
Sash, combination screen aiiJ 

storm— S C 
Sash cords 3 ^ 
Sash, screen— S 
Sash, stprm— S 
SaUcers- S 

Saw blades S 4 
Saw frames -S 
Sawduit-S 



SaWhorses— E ^ 
Saws, band— E 
S^\ys, circular— E 
iws, hand— S 
^aws, power— E 
Jaws, power hack - E 
^/Scales, beam balance R 
Scales, draftsmens ~S 
Scales, spring— S 
Scalpels-S 
Scissors— S 

Scoop shovels, hand— S ^ 
Scpuring powders— S 
Scrapers, hand— S 
Screen doors— S 

Screens, projection, built-in— BF 
C _j,,^**^creens, projection, movable— E 



Screens, window— 5^ 
Screw extractors— S 
Screw eyes— S 
Screw hooks— S . 
Screwdrivers- S 
Screws— S 

Scrubbing compounds-S 
Scrutdbing machines— E 
ScytHes-S 

Sealers, envelope, mechanical-E 
Seasonings— S 
Seats— E 

l^ectional bookcases-E 
Sedatives- S 
Seed, grass— S 

Separators, battery-S ^ 
Separators, milk-E 
Serums— S 
Serving ttays— S 
Settees- E 

Sewer systems I or SS 
Sewing machines- E 
Shades, window- BF 
Shakers, laboratory- E 
Shakers, power- E 
Slwnpoo -S 

Snapers, bench aiid flooi b 
Shapers and routers^E 
Sharpeners, electrical E 
Sharpeners, pencil - S 
Sheafs, hand-operated S 
Shears, power-operated h 
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Sheaves— S 

Sheet metal-S 

Sheet music— S 
. Sheeting-S^ 
•SheUac-S 

Shelves, kiln-S 

Shelving-BF 

Shelving materials--S 

Shingles— S 
. Shock absorbers-S » 

Shoes and boe>ts~-S 

Shopcoats— S 

Shorthand writing machines--E 
Shovels, hand— S ' 
Shower fittings— S 
Shrubs-I 
Shrubs-S 

ShufYleboard sets— S 
Shuttlecocks-S 
Sidewalks— I ' 
Siding, sheet metal— S 
Sift?rs-S €^ 
Signs^ large-^E 
Signs, small— S 

Silk $p*een printing apparatus, 

complete unitsHiS 
Silver polishes— S ^ 
Silverware— S/^ 
Sink fittings-S , ' 
Skeletdhs— E ^ 
Skillets-S 
Skis-S 
Slatsr^ 
..Slei^e^ammers— S 
Slicers, bread, mechanical— E 
Slide rules— S 
Slides, lantern— S 
Slides, microscope—^ 
Slides, projector- S 
Sftaps-S ' ^ 

Sneakers-;-S ^ 
Snips-S 

Snow shovels, hand-S 
• Soap dispensers— S 
Soaps— S 

Soccer balls -S ^ 
Soccer shoes-S 

Yi^'^ wrench sets— E 
kiSlrL^ts, wrench-S 



Socks, pairs— S 
Soda, baking— S 
S6dding-S ^ 
Softballs-S 

Softeners,, water, chemical-S 
Soil-S 

, Soil penetrometers— E 
Soil test molds— E 
Soldering coppers— S 
Soldering materials— S 
Solvents— S 
Sound recorders— E ^ 
Sound systems— SS 
Spades— S 
Spading forks— S 
Spark plug cleaning machines 
Spark plugs— S 
Spatulas— S 

Specimens, laboratory— S 
Spectroscopes— E 
Sphygmomanometers— E 
Spikes^S ^ 
^pirits-S . 
^Spirometers— E 
^plints-S 
Spokes— S 
Spokeshaves—S 
Sponges— S . 
Spoons— S 
Spotlights-S 
Spray mixtures— S 
Sprayers, hand— S 
' Sprayers, power— E 
Spreaders, manure— 1^ 
Spreadfers, tire— E 
Spreads, bed— S 
Springs— S ^ 
Springs, furniture S 
Sprinlj^rs, lawn, movable— S 
Sprinlders, lawji, traveling— E 
SprinkUrig systems, lawnvl ^i 
Sprockets— S 
Squares^S 
Squeegees— S 
Stacks, book -E 
Stadia rods— E 
Stadiometers-I; 
Staff liners, music— S 
Stain removers— S 



Stains-S 
Stakes— S 
Stamp pads-S 

Stamping machines, power-E 
Stamping machines, small hand— S 
Stamps, rubber— S 
Standards, jump— E 
Stands, calendar- S 
Stands, chart— E 
^ Stands, dictionary— E 
Stands, engine repair— E 
Stands, umbrella- E 
Staplers, fooV or power- 

operatedj-fi 
Staplers, small hand— S 
-E Staples-S 

Starch-S ^ 
Starters, electric^S 
Stationery— S 
Statpar^-E 
Steani vapor cleanei 
Steamjpacking— S 
Steel measuring tapes— S 
Steel, sheet— S 
Steel wooi-S 
Stencil correction fluid— S 
Stencils-S * 

Stenographers notebooks— S 
Stereoscopes— E . 
Sterile gauze— S 
Sterilizers— E 
Sticks, composing— S 
Sticks, hockey— S 
Stilts, sport-S 
Stitchers-E ' ^ 
Storck redbrds— S 
Stockings— S i 
Stones, printers E 
Stoqls^E 
Stop watches- S 
Stoppers- 
Stops, ber 

Storage batte|tcs S 
Storm <^fain systems l' 
Stoves— E 
Straightedges S 
Strainers— S 
Straws, drinking S 
Stretchers S 



\ 
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Strings- 
Striking l5|g outfits-E 
Styluses-S 
Sun^ass frames— S 
Sunglasse^--S * 
Supply cases— E 
Supporters,' athletic-S r 
Surface hardened blacks— S4 
Surgical instruments^small— S 
Surgical powders— S 
Swages—S . . * ' 
Sweepers, carpet, electric— E 
Sweepers, hand— S 
Switch boxes— S 
iSwitches, electric— S 
Synchronizers, c^era- S 
Syringes— S 
Syrup- S 

Table protectors— S 

Table tennis balls— S 

Table tennis rackets— S 

tablecloths-S 

Tableware— S 

Tables— E ^ 

Tables, computing— S 

Tablets, medicinal— S 

Table ts,' writingT-S 

Tabs, index— S * 

Tabulating machines— E 

Tack hammers— S 

Tackling dummies, football— S 

Tacks— S\ 

Tags-S 

Talcum powder— S 
Tanks, bulk storage— E 
T''ape— S 

Tape measures— S 
Tapes, measuring--S 
Taps-S 

Tar, TOO fii^ a&Jf siding S 
Targets, arcS^- S 
Team uniforms- S 
Telephone systems- SS 
Television cameras - E 
Television sets— E 
Television tubes— S 
Tennis baDs— S 
Tennis court nets, cord— S 
court nets, steel-E 



Tennis rackets-^S 
Tents, w^--E 
Tents, shelter-S 
•Terminals, battery -S 
Test tube brushes--S 
* Test tube racks— S 
Test tubeS-S 
Tests, achievement— S 
Textbooks— S 
Theatrical costumes— S 
Theodolites and tripods— E 
Thermographs— E 
Thermometers— S 
Thermostats— S - 
Thimbles-S 
TTiinners— S V 
Threads— S 

Throat applicators— S « 
Thumb tacks— S 
Tickets— S 
Tile, drain— S 

Time clocks, watchmens— E 

Timers, large— E 

Timers, small-S 

Tin cans— S 

Tin cutters— S 

rfinware— S' 
V Tire chains— S 

Tires and tubes— S 

Tissues, cleansing— S 

Toasters, electric— E 

Toggle bolts— S 

Toilet paper— S 

Tokens— S 
.Tongs— S 

Tongue depressors— S 
Tool sets, hand~E 
Tools, hand, not in sets S 
Tools, power— E 
Topsoil— I 
Tow bars-S o 
Towels— S 
Toys, large E 
Toys, small -S 
Tracing cloth-S 
Tracing paper -S 
Tractors— E 
' Trammels-^ ^ 
Trampolines E 



Transformers, laboratory— S 
Transit, engineers— E 
Transmissions, integral parts 

of larger units— S 
Transmissions, not integral 

parts of larger units E 

Transmitters- E 

Trays— S ( 

Trees— I 

Trees, hall— JE 

Triangles, drafting— S 

Trimmers, hedge , hachd ^S i 

Trimmers, hedge, power— E 

Tripods— E 

Trophies— S ^ 

Trowels— S 

Truck chassis— E 

Trucks, hand— E 

Truc*ks, motor— E 

Tubes, inner— S 

Tubes, radio— S 

Tubes, television— S 

Tubing materials— S 

Turriblers, glass— S 

Tuning forks— S 

Tunnels, models, wind— E 

T^irf-I 
■ 

'Rirpentine- S 
Tweezers-S 
Twine— S 

^pe cases— E 
Type casting machines— E 
Type cleaner— S ^ ^ 
Type liners— S 
Type, matrix-S 
Type, printing— S 
typewriter brushes--S 
Typewriter covers-~S 
Typewriter desks ^ - 
Typewriter ribbons ^ 
Typewriters -E 
UmbreUa stands- E 
Unguents S 
V Uniforms S 
Upholstering materials S 
Urns, coffee- E ^ 
Urns, flower- S 
Utensils -S 
Vacuum bottles S 



Vacuum cleaners-E 
Vacuum, tube voltmeters-E,' 
Valve parts-S 
Valves, large, automatic~E 
Valves, small-S ^ ^ 
Vaporizers, electric~S 
Varnish driers-S 
Varnish removers-S 

Varnishes S 

Vases-S 

Vajilting polesyS. . 

Vegetables-9, • 

Vending machines-E 

Ventilating systems-SS 

Vessels, large ~E , 

Vissels, s;nall-S . ' 
^ Vjbrographs-E 

Video cameras-E 
, Video recorders-E 

Vid,eo tapes-S 

Vines-S 

' Vises, bench-E 

Vises, small Ijand-S ^ 

Vision charts-^ K \ 

Volleyball' nets-S 

Volleyballs-S - 

Voltmeters-t 

Wagons-E 

Wall briishes-S 

W^board~S ' . ' <^ 

Wallpaper-S . 
t Walls, "Tetaining-I - 

Washbasins-S 

Washcl6ths-S.; ' ' , - 

Washers and/or dryers-E 

Washers, rubber and Jeather -S 



Washers ^d dryers, photo^. 

graphic-E 
Washing machines-E 
Washing powdeis-S 

macRinists^-S 
;basketS"S 
Watch crystals-S 
Watches, stop~S 
W^atchiliens time clocks -E 
Water coolers-E " 
Water, distilled-S 
Water glasses-^ 
Water meters, laboratory type 
Water softeners-S 
Water systeras-SS 
Watl||a>lor bruslies-"S 
Wattmeters, laboratory / 

type-^ ' ' 
Wavfiihetgrs and wave , 

analyzers-E 
Wax crayons-S * 
Waxes, liquid-S/ ' ^ , 
Waxes, paste-S . . 
Wax^s, sealing-S 
Waxing machines-E 
Weaving machines-E 
Weighing scales, beam-E ; 
Weighii^g scales, small ^ < 

spring>-S 
)VeightS-S / ' 

Welding apparatus-JE 
Welding rods-S 
Wheel straightening- «. 

apparatus-E' * ' 
Whedbarrows-E 



^IWlfefiJs', autompbile~S > ' 
Wheels, ^lery-S ». ^ 
, Wheels, potfery- E . 
' Whetstones-S 
Whiskbrooms -S. 

• Whistles-S 

Window glass- S <i , 
' Window screehs-S *• • 
Window shades-S , 
Whidow-working safety belts-^; 
Wipers-S 

Wire-S ^ ^ . 
WoodfiUers-S > . . 
E Wood, plastic-S 

Wood preservatives-S • 
Wo6dstains-S - " 

Wftol-fS^ . . ; ^ 
Wool,gIa^S ; 
( Wool, steel-S . , 

Work benches-E 
- Worktables-E 
r Wrapping paper-S 
/ Wrenches, in sets-E - ' 

• Wrbnch^n6tinsets-S 
Wringers, .cloth~S 
Wrinfers, mop-, Iai:ge-E 
Wringers, mop, small-S 
wAers,check-E" * 
Writing paper-S 
X-ray machifits-E 
'i^benches-E" 
Yarif bro6ms-S . 
Yardsticks-S ♦ 
Yam-S 
-Zinc-S 

X : r-' 
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Biologid models-El 
Biology speciinens-S|f 
Bit braces-S 
Bit tools-S 
Bits-S ' 

Blackboard pointers-S 

Blackboards, portable-E 

Blackboards, small slate -S 

Bladders-S 

Blades, saw-S 

Blankcts-S 

' Blanks, printed-S 

Bleachers, indoor, fixed -BF 

Bleachers, outdoor, fixed- 1 

Bleachers, portable--E 

Bleach6s-S ^ 
' Blinds, Venetian 6F 

Blocks, hat- S 

Blocks, kifidergartcn- S 

Blocks^ surface hardened -S 
' Blocks, terminal -S 

Blood analysis apparatus, 
complete-E 

Blood plasma cabinets -H 

Blood pressure apparatus £ 

Blotter holders S 

Blotter pads-S 

Blottere-S 



Bodies, bus-E 
Bodies, truck- E 
Bodkins-S 
^oiler cleaners-S 
BMer compounds-S 
BoOer firing tools S 
Bolt cutters-S 
Bolts-S 
Bond paper-S 
Book cards-S 
Bookjackets-S 
Book pockets-S 
Book reqards-S 
Book stacks-E 
Book trucks-E 
Bookbinding machinery t 
Bookcases, portable-E 
Bookcases, sectional E 
Bookcloth S ' 
Bookcovers-^ 
Book^nds-S 
Boo&eeping fouiis S 
Bookkeeping macliincs fc 
Bookplates S 
Books-S 

looks, cash S , 
)ks, composiUui, S 
Bool!hJihiarv-E 



Brakes and folders, hand or 

power-E 
Brakes, complete replacement 
, Brass polishes--S 
Brass rods-S 
Bra/sheets-S , ■ . 
Bread knives-S 
Bread pans-S 

Brea^slicers,mechanical-E 
Bread toasters, electric,-E 
Breadboards-S 
Breakers, circuit-S 
Bricks-S . ,„ 
Bridges, wheatstone and 

similar-E 
BridleS"S , \ 
Briefeases S A 
Broilers, electric £ 
Bronze, casting S 
Bronzing liqUid-S " 
Brooders-E 
Brooms, hand S 
Brooms, power-drivcir L 
Brushes--S 
|ickets-S 
Bcksaws-S 
Buffers, electric 
'Bug^ys ,S 



^2 





voiuiuc— o 


v^enmiuges-E. 




Carbon dioxide-S 


Certificates-S 


)ling, 


Carbon pap|cr-S 


Chafing dishes-S ' 




Carbon ribbons-S 


Chain hoists-E , 




Carborundum'*stones-S 


Chains-S 


r 


Carburetors-S 


Chains, tire-S 


storage -E 


Card holders-S 


Chair pads-S"* 


e or 


^*CJard punching and sorting 


Chairs-E - 




ofevice-E 


Chairs, folding-E 


E 


Card racks-t 


Chalkboards, fixed-BF 


-E 


Card tables-E 


Chalkboards, porta6le-E 




Cardboard ~S 


Chalks-S 


Ig-E y 


Cardboard boxes~S 
Cards-S* 


4^amoisf^S 


ley-E 


^ Change holders-S 


e-E 


Carpertters squares-S 


Charcoal -S 




Carpet beaters 


y Charge shps S 




Carpets -E 


Chargers, battery- E 




Carrom boards -S 


Chart stands- E 


1 


i Carrom cues- S 


Charts, large --E 




\ Carrom rings-S 


Charts, small S 




^rts-E 


Chassis, bus- E 




Carving knives S 


X^hassis, truck t 


E 


Cases, brief S 


Check handling niachincs 


t 


Cases, cardboard-S 


Checkbooks S 




Cases, display E 


Checkerboards S 




Cases, file -E 


Checkers-S 


• 


Cases, laboratory E , 


Checks^ brasjj S 


1 
% 


^ase^, musical instalments, 


Checkwriters-E 




.large- E ' \ 


QieeseclOth -S 



ERIC 



83 



Clips-S 

Qock systems, program, 

electric-SS 
Qocks, desk~S 
Qocks, wall-E 
Qoth-S 
Qoth binding-S 
Qoth cutting machines-E 
Qoth nets-S. ' ^ 
Qothes baskets-S 
Qothes brushes-S 
Qothes dryers-E 
Qothes liooks-S 
Qotheslines-S 
Qothespins-S 
Qothing-S 

Qutch rebuilding apparatus- E 
Coat hangers-S 
Coat hooks:^S 
Cocoa mats-S 
Coffee cans-S 

« 

Coffee grinders"-E 
Coffee percolators, electric - E 
Coffee pots-S 
Coffee ums-E 
Coin, currency, and check 
handling machines=-E . 
Colanders~S . • 



Conduits and fittings-S 
Connecting rod aligners-E 
ConneQting rod boring 

machines-E 
Connecting rod rebabbiting 

' jigs-E 
Connectors, wire-S 
Construction pa!per-S 
Containers-S 
Conveyors-E 
Cookers, pressure -E 
Cooking stoves-E 
Cooking utensils-S 
Coolers, water-E 
Coping saw blades- S 
Copper -S - 
Coppers, soldering S 
Copyhojders -S 
Cord- S 

Cords, electric S 
Cores, valve-S 
Cork-S 
Corkscrews-S 
Cornices, metal S 
Correction fluid, steiicU i> 
Corrosives-S 
Corrugated paper -3 
CostumerS"E / 



and windo 
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Part V 



Stores System Procedures, Controls, and Accounting 



A central stores system enables a school district 
to take advantage of the economies of quantity 
buying and to fill requisitions for standard supplies 
promptly. However, no set rules can be established 
to determine when it would be to the best interest 
of a school district to adopt a stores systerii. 
Availability of material, facilities for storing and 
delivering merchandise, and the size and number of 
plants in a school district alj mugj be taken into 
^ consideration. Costs of receiving, storing, and' 
}:^livering stock items, as well as costs of ftock 
control, should be included in the total cost of a 
stores system (as compared to the cost of direct 
pfurchasing) in deciding on the desirability of the 
stores system.* 

Opti<^nal Meth^s of Financing* 

• AccountiniCand Controlling ^ 

Either of two accounting methods may be used: 
Stores Account Method 

» r 

The establishment and maintenance of a stores 
system by the use xSi a Stores account carried 
within the General Fund is ^ long-estabUshed prac- 



tice. Stores accouf 
within other funds. 

Revolving Fund Method 



lay also be maintained 



\ 



Education Code sections 42830—42834 dutho 
rize and prescribe procedures for the establishment 
of a revolving warehouse stock fund fo^ jschool 
districts. Permission 'is also given for two or more 

rr 

districts to establish a common -revolving fund for 
this purpose. The amount of the revolving fund 
shall not exceed an amount from the General Fund 
of the district or districts equal to the^ average daily 
attendance of the district or districts fox the next 
preceding year multiplied by fifteens^ dollars 
($1 5,00) plus such amounts as the govemin^Saoard 



or governing boards may appropriate from other 
funds of the* district or districts, as outlined in 
Education Code sections 42830-42834^ 

'Types of Supplies in a Stores System 

Items purch&sed for a stores system should be 
those that are used in sufficient quantity to ji^stify 
the cost of establishing tkfem as stock items. Initial 
purcfiase of a new item should be conservative as 
to quantity to test its turnover, thereby establish- 
ing a basis for determining th^' quantity needed. 
Committees composed of users of the )farious items 
can be helpful in determining Standard items to bfe 
warehoused arid in encouraging their use. The 
types of items most frequently stocked are included 
in the list that follows: 

Instructional supplies, including paper; pencils. 

chalk, paste, art supplies, and the like 
Office supplies, including typewriter ribbons. 

dupHcating supplies, desk files, and the like 
Cus1;odial supplies ^ 
Maintenance supplies, including lumber, small 

tools, electrical suppUes, paints, sandpaper, 

and the like 



NOTE: Many of these items are fre<[ 
in the school shops. Sometimes U is ii 
one quality of supply for this purpos 3 



uently requisitioned fa^ use 
necessary to car^y more than 



Food and related supplies 
Printed foms / 

Equipment (When^t is known that items such as 
typewriters, scrubbing machines, and tjie like 
will be needed in the near future, it is 
sometimes economical \o purchase this equip- 
ment in quantity. It is not recommended that 
equipment items such as these be maintained 

^ on a minimum-mdbcimum basis as are items of 

' supply.) ^ 



Essentials of a Stores System 

The esse1\tial features to be provided in connec- 
tion with the establishment and operation- of a 
stores system are presented in this section. 

Devices for Control of Purchases 

Provision for numbering, cataloging, and stan- 
dardizing stock items: Printed catalogs that list all 
items by stock nujnber, unit of issue, description, 
and unit cost should be available to all Who will 
requisition them from the warehouse* The catalog 
should preferably be loosefleaf to allow for replac- 
ing pages in, the event of Isubstitutions, additiofis, 
or dele ti 6ns, 

Provision for the addition or deletion of stock 
items., A special form may be used to notify all 
departments concerned of the necessary informa- 
tion regarding the action taken. 

Provision for minimizing losses because of obsoh , 
lescence. Special committees can be helpful in 
giviflg information in advance on planed changes 
in curriculum whi&i will affect the use of supplier 
alreacix^ stocked. If it is known that a changers 
pla*fined, supplies to h€^ discontinued can be 
allowed to run out without reordering when t^^^ 
stock drops to the minimum. -u 

Control ofKiTiaximum and minimum stock bal- 
ances Care shooild be exercised in the setting of 
maximum and. ^minimum quantities Coi^tinual 
study of stock activity and periodic readjustment 
of the limits set are required because of such 
conditions as growth, grade levels of users, changes 
in cuniculum, changes of personnel placing requisi- 
tions, storage capacity, and the lik^' Some items 
^w ill d eteriorate when stored too long; tliis factor 
snould ,De^ considered when placing orders. Very 
small, ^ inexpensive itei^is should be ordered in 
adequate supply for anticipated need; more expen- 
sive items should be ordered according to conser- 
vative estir^a^s of need. 

Records of Perpetual inventory 

Individual calrds or. records that contain the 
following information should be kept for each item 
stocked: 

1 . Identifying stock number 

2. Specijication of tinit of issue ? 
3T"Description of itfem 



4. Unit price . 
^ 5. Posting references: date, document number, 
and the like 

6. Receipts in terms of stock units 

7. Issues in terms of stock units 

8. Balances on hand in terms^of stock units 

, NOTE: The' following additional information on the stock 
* records may be desirable: (1) minimum and maximum 
, quantities to be stocked; (2) reference to vendors fro;n 
whom stock is purchased^ (3) memoranda of orders placed; 
(4) memoranda of unfilled r9quis;itions; (5) reference to 
warehouse location of item if the identifying stock number 
capnot be used i\pr this purpose; and (6) provision for values 
df receipts, issues, and balances on hand. 

Verification by Physical Inventory 

Provisions should be made for at least an annual 
count of all items' stocked- This can be done on a 
cyclical basis with a portion of the total stock 
inventoried each period. Tliis count should be 
m^de by persons other than warehouse personnel. 
In the event warehouse personnel are used to take 
tlie count, the record "^should be spot-checked by 
persons other th^n those "responsible for stock. A 
common practice is for the firm performing the 
school audit to make the spot checks. 

Security Control and System of Internal Checks' 

In planning the stores system, provisions should 
be made for adequate security Ojf stock and a 
system of internal checks. Buildings used for 
warehouse^ storage should be as fireproof as pos~ 
sible and should have adequate Iocks. Only speci- 
fied personnel shpuld be allowed to issue stock. 
Preferably the stock records should )e maintained 
in an office other than the warehouse (stock 
records are commonly maintained im the account- 
ing or purchasing offices). At inventory time or 
other periodic, checkup /time. Any difference 
between the book record and actual quantity 
count should be investigated and necessary adjust- 
ments made. 

Planned Procedures for Receiving and Issuing ^ 

1 . Iteijns to be stocked should be purchased by 
means of an official district purchase order 
issued in compliance with the Education 

- Code and, the district's policies covering 
bidding and purchasing. An '\on order'' nota- 
tion may be made on the individual stock 
control records at tliis point. On receipt"^ of 
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merchandise, thiB items should be counted 
and inspected for condition ,and compliance ' 
with specifications. The signed receiving copy 
of the purchase order or other receiving 
document authorizes payment to the vendor 
and charge of the cost of the merchandise to 
the Stores account. Either the receiving 
document' or the 'payment warrant may be 
used as tne basis for entering receipt of stock 
by quantity and value on the stock control 
records affected by the ffUrchase. / 

Stores ihould be issued only upon the 
authoi^ty of a propferly approved, prenum- 
bered requisition, /which should give the 
following inTormatioiTT 

Source an^Klate of requisition 
Delivery instructions ^ — ^ 
Accourit or accounts to 6e chained * 
Provision for approvals as to budget, items 

allqwed, quantities, and the like^ 
Provision for postmg reference 
For each itejtn: quantity ordered, unit, 
^tock number, description, unit price, 
total amount; and nn ekfh requisition, 
columns for noting <iphstitution!?. bacV 
order?;, ana the lik^r 



Provision for evidence of receipt and date 
of delivery. A multiple copy snap-out 
form is commonly used for warehouse 
issues, with copies of each transaction 
going to 'the requisitioner, the ware- 
houseman, and the recording office. 
« Posting is done from, this document to 
the stock control records. 

NOTE: The term requisition as used here should be 
understood to include requisitions, billings, sto^gki- 
voices, or similar documents for use by certain di^nScls 
that find it desirable to use additional documents 
between . the time of preparation of the requi^tion for 
the materials and^the actual delivery of these materials to 
the school or department requesting them. 



Lines of Authority and Responsibility 
of Personnel \, ^ v 

Lines of authppity and responsibility should 
follow a logic^ plan^nd be clear-cut and definite.. 

NOTE: In planning the establishment a stores system, 
consideration should be given to the location of the warehouse 
or warehouses and to the transmittal of documents between the 
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warehouse and the accounting office. The spac« requirements, 
physical requirements f^r propel stprage, and arrangement af 
^tock items should be determined in advance. Stored items 
should be ananged when possible in an order corresponding to 
their order on standard isupply lists. 



Accountinfi for a Stores System ^ 

\ 

Accounting for a stores system may |je done by 
employing (1) theVtores account method; or (2) 
the revolving fund method. 



Stores Account Method 



The stores account method provides/ for the 
establishment of a Stor^ account within the 
General Eund, Stores accounts may also be estab- 
lished within other funds of the disiript. Payments 
' for the purchase of stores are not classified as 
expenditures; these payments constitute an increase 
of the asset account, Stores, equal tp" ^He 
reduction in another asset account. Cash in^County 
Treasury, The issuance of ^stores should be re- 
corded as a reduction of^the asset account. Stores, 
and as a charge to the^. appropriate expenditure 
account for which the sisores were issued. Such 
accounting maj^ be contijjuous, or summaries of * 
stores issuance may be made periodically, prefer- ^ 
ably at least monthly, and fhe total credited to the 
Stores asset account Chai^ges to tii6' Various expen- 
difure accoiints for whicJh the stpres were ^issued 
y ^vou1d be made at tWs time in summary.. To the 
extent that the county siuperintendent of schools 
maintains corresponding recprds, summaries of the^^^^.^ 
issuance of stores should be reported to the county 
superintendent of schools periodically. The remain- 
der of tlie Stores account- should represent the 
"^{nvent^ry value of merchandise in the warehouse. 

When goods are purchased for stores witlti^^ the 
iiise of a revolving fund, budget control of expen- 
ditures occurs at the time of issuance erf such 
^ merchanc^jise and not^ at the time of purchase. 
^ Uncontrolled purchasing may result in an uAieces- 
sary and excessive investment . in stores and a^T* 
serious depletion of cash needed for other budget 
purposes. The efBtablishment of the Stores account 
should follow, not precede, the budgetary authori- 
zation, whieli is made by entry of the intended j 
amount in the budget under Ending Balance. Once 
established, the 'Bctual balance of the Stores 
account should^appear in. the budget under Begin- 
ning Balance: and the same amount^ or a deliber- 
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ately chosen larger or smdUeV amount, should be 
entered under Ending Bailee. Procedures for th^^ 
' control of purchases shoiild be established so that, 
* considering existing inventory and carefully pre- 
pared estimated ^distributions, an ending inventory* * 
will not exceed tl\e investment in stores as indi- 
cate<JUn the budget. , ^ • ' 

Revolving Fund Method 

A revolving fund is a separate fund established in 
accordance with Education Code sections 42830- 
42834. Payments for purchases of stores are 

"made by warrants drawn on the Revolving 
Funfl for Warehoii^ Stock. The school district 
buys merchandise from the fund^ and makes pay- 
ments by warrants drawn payal^le to the Revolving 
Fund^or Warehouse Stock. The county treasury is 
the depository for cash. This revolving fund plan 
provides a semiautomatic control of the amount 
invested in stQpes. <^ 

^ Accounts for the RevolvirjgJFund for Warehouse 
Stock include Cash in dounty Treasury, Accounts 
Receivable, Stores, Current Liabilities, and Reserve 
for Working Capital. These accounts ar% self- 
balancing because the initial value of the fund 
remains constant unless changed by board action. 
The balances in the accounts always reflect a fix^d 
amount, wryther*^ it be in stock ^^r cash a 
combina^Wn of Soth, including receivables and 
labilities. The same fixed amount shall be r*^corded 
at year-end on official budget form^^ and reports 
under the Stores account as r pari of Pf-firipniMc. 
Bajance an^ Ending Balance. ,i 

f Typical Costs of Receiving, 'Warehousing, 
.and Distribution in Connection wjth 
a CentrakStores System 

Costs of receiving, waj;^housing^_gnd distributing 
stores items, in addition toTTfe cost merchan- 
dise, should be charged to the Stores accounJ:, 
These overhead expeffSes should ultimately be 
charged to the several expenditure accounts to 
which merchandis:e costs are charged in proportion 
to the icosts of thi2 merchandise. 'X^^ procedure 
used is not important if the results-are equitable. 
Use of one or more subsidiary expense accounts is 
common practice. ^ ^ 

One method is to add ^ra estimated overhead 
charge to merchandi«»e unit prices, adjusting it as 
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needed from tin^e t6 time. This method provitles a 
tl8tal unit charge for each it em an d' avoids /the 
possibility of delayed overhead chaiges to *a;^hPro- 
priations that have ibecome exhausted. » P ' 

Another. ijiethod is to distribute estimated over- 
head charges ti) expenditure accounts bn 'an 
encumbrance |>6sik at the beginning of a fiscal yiar. 
Such charges '»e to be determined on the basis of 
^iticibated stores, is^sues to the seVeral expenditure 
accounts. At the cld^se of the year, orperiodic^y, 
the encuxnbrantes nmy be liquidated and the 'actual 
overhead exi)ense^(S=iMEed. 

^Whatever methoa|ps, used, overhead charges 
should be cleared atJpe end of each*fiscal year so. 
that the Stores ac^urit will represent only the 
vfflue of the inventory of material on hand. ^ 

Charges and cre;^ts to the Stores accounted 
subaccounts shou|ji include Wie costs- of receiving, 
storing, and del^ering in^ aodition^to the direct 
merchandise c^ls (cost of item, sales tax, postage, 
freight, cart^, and other delivery* 'charges to tll€ 
warehouse)!^ follows: 

1 - SalafHes of pejjonnel (storekeeper and others) 
directly related to the warehouse 
Supplies used in connection with receiy'T^p 
jind warehouse re<!brdkeeii4ng. 

3. ilent of space, facilities, artr^ r piM inPT^* 



tilities 



irect expense of trnpkinjz 
(ias an(J oil O ^ 

Grease ' 
Repairs 

Tires and tubes 
e|^ Accessories 

f.Hpther expense.s - 

When trucks are used for several purposes otKer 
the delivery of stores, such costs may be distributed by 
lost accounting or by any other equitdt^e metho<i. 

V 

stments to Stores account 
f|)dically\ or"at the end 6€ the fiscal year, 
ly be necessary to adjust the Stores 
mt, after proper administrative review 
jprovaU ^veasons and^'^the manner 
)ecft)elow. 
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repancies^ "between th^ quantity of 
s as shown on the individual stock 
ds an^ theiactual physical rount of 
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'■(decrease) to tie value of tie Stbres 
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ioe 







be charged to a subaccofat under Stores, 




Mw^ri 

for future distribution, to, expenditure 



I* > 




liust 




es, 



General ancfc Subsidiary 

' ' ^ Ledger Accoiinting / 

•• .• / . , ♦ , ■ ■ • , 

The iriclusidn of general ledger accoimting iiv this manual is not to construed as a requirement 
that sueH accbuijting b? bnlployed by school districts or that othemaccounting. methods and 
rocedures no'^ iij force be modified. It is, however^ j^ecoihmended that genferal ledger accounting 
^UsedC^^ciii a system will provide the, data and controls needed for efficient administration. The 
procedures reconunended are fully in harmony with the law and tfiid requirements of the California 
Sl^at^pi?partment of Education with respect^to budgeting^ acc^untirtg, and rej/drting? 
; This treatment of geiiefal ledger accoimting was prepalea especially for accounting by school 
' .distriete; but with the exception of a few portions, it is appucabl? to the acopunting of most county 
School funds. ' \" ' :.\ 

/ ^ . , Definition of^Jenerdl Lecj^er Accpuriting * ' 

A genial ledger is a baSic" group af accounts, in wmch are recorded in sumriiary or irt detail all 
transactions of a fund.. ]^ch fijiid shbdld have its own records; including a. self-balanCing general 
ledger ^d subsidiary ledgers, as ^^eeded, regardless pf how small or . brief such ledgers may be. This 
shoiild npt 'be construed, as necessitating septate binders for looseleaf ledger pages or separate trays 
for piachine-posted ledger sheets; th^ physical sepa?*ation achievecf by division leavers or piide?? if? 
suffkaent if the selT-balancing principle is mainfeinec^for each portion, 

^ • J' General and Subsidiary Ledgers ^ 

Ledgers are comprised of accquritsJ^n accoww/ i^^device, usuafly a separate; page, sheet, or card 
for th^ accumulation of debit ^d credit postings and th^ determination of the excess of debits or 
credits^, known as the debit or credit batartce, respectively. Accoufits usually provide for the 
columnar shoAving of date'and posting reference and often for some description of each po5?ting. 
Accounts usually have- separate columns for dqbits, credits^ and balances. 

/ Ail accounts rnay be carried in a single ledger. Proof of the accuracy , completeness, and balanced 
'cofndition of acOojunting can be achieved by trial balance, which should be taken frequently -at least 
monthly. Otner means of verifying account balance^ should be utiljized'regularly. For example, the 
•balance of the acicount. Cash in Coun|y Treasury, ^ould be reconciled with the records of the 
county $uperintendVnt of schot)ls or of the county auditor on a regular; periodic basis. (The county 

. treasurer's ..re cbrds npmailyp.show^a largpr balance, the difference * reg>resenting warrants not yet 
honored by hinj.) The* account. Revolving Cai^h Fiund, can bQVef^ed by, making a cotmt of cash and 

V receipts^ for disburserhents. Qther^ accounts are susceptible tp^pripofs afi;various kinds. These checks, 
or proofs should -be employed regularly. , 

Most of the accounts named 'here are likely be needed by jnost schogHistiapts. -However, 
certain iaccounts may be fojund to be of liftl^^se to some small scho(^l di^tric:^; On the other hand, 
tl§ere are specific divisions'bf certain accounts . tfiat wiB be found useful in the large city school 
districts. As ah example, large districts employ workmen for maintenance, alteration, arid minor 
coiikrliction work. Proper accouritingi^f l^bor and ihateri^ forjob a^^^ and work orders each 
hsdal .year reqi^ires the Use of a Work l!^ Protess account 6r ^iiri|feuly rf^med account the accounting 
for whiph should be on the eficumbrandfe basis. ' ^ 



If the accounts in a ledger become tia numerous, it is more difficult to apply the trial balance 
proof • Accounts of a similar nature are removed to a subsidiary ledger with 5ubstitutfon of a single 
controlling account in the General Ledger. Only two subsidiary ledgers with controlling accoruntsj^ 
are explained in detail in this manual. Other examples of coiitroUing accounts for which subsidiary 
ledgers (or supporting detail of a comparable nature) should be maintained include the following: 
Accounts Receivable, Investments, Stores, Prepaid Expense, Fixed Assets (four kinds of property), 
Current Liabilities, and Reserve for Encumbrances. - ■ . * 

Accounts pertaining to income may ^e maintained in the General Ledger. Analysis by source 
; should t)arallel generally the pattern of the school district budget form, which is furnished by the 
Department of Education for use in California public schools, using an account for each source. a1* 
^bsidiary ledger jis often found desirable. Each account should contain two parts— actually two 
accounts. The first part, requiring a srnall portion of the form, should be employed 'for estimated 
income only. The second^part^ occupying the larger portion of the form, should be employed for^ 
actual income^^^plyTThe amfeunt by which estimated *income balance (debit) exceeds the actual " 
income balance (accumv^lated credits for the year to cfate)''r^resents unrealized income; that is, the ^ 
anticijoa^ed amount for the remainder of the fiscal year. Actual income in excess of estitnated 
incoriaPligmfies an underestimate. Information accumulated in the income ledger accounts and in 
reports prepared from- these accounts is of vital irtTportance in administration. It deserves close - 
atteniiori month by month and year by yea^. The two portions *of the several income ledger 
accounts are^c^trolled by General Ledger accounts, Estimated Income an ncome. 

Accounts pertaining to appropriations and expenditures may be maintained in the General 
Ledger . only. However, the re^fuired classes of expenditure/ y^ithout cc^nsideration of ttie 
reccfrnmended subordinate classes, are sufficiently numerous to justify the establishment of a 
subsidiary ledger Furthermore, the statutory rpquirement for appropriation control of expenditure 
is facilitat^^d by us^* of a special form which is npt suitable for General Ledger accounts. TTiis 
subsidiary ledger is usuaUy called an Appropriptfon.j^Ledger. Its accounts, as in the case of the 
Incon^e Ledge*, contain a nijniT^nim of two pafts, a small portion for appropriation (credit) and a 
larger f or<'on Tor expenditure? Cdehit). F-.xpendUurns are*lin>ited by ?ippr<^priattr)ns, by law .witfi 
respect t'* tho f>)nj<'>r '^•la<?<5r'^ of vpf*MHitnT Yiful c;ffinH^rd practiof* with respert to suHordinate 
Hnsses. ^ 

Fxperuiitiues are ^*la«5sified in twc> way^ witliin the subsidiary ledger: in detail by progran^ and in 
sumn>ary by object of expendityre r<>r example, instructional supplies would be p<f>sted to each 
using program, then subtotaled to the object account for control. Tbe total of all of the object 
nccounts(or thus the detailed prcfgrams) would support the subsidiary entry in the General Ledger. 

Every proposed Expenditure should he compared with- the unencumbered balance (appropriation 



minus expenditures and encum|jrances) of the prop^^ccount to determine^hether the balance is 
adequate. Expenditures include only those items for which paymeitts have been made but also 
those that have becdmfe ^current liabilities. Regardless of the exact plan of accounting, there often 
are appreciable delays between the time that goods or services are received and the time that the 
expenditure posting is njade. Furthermore, the^ interval between authorization and consummation 
of an expenditure may be even greater. For these reasons, recognition must be given to all 
outstanding commitments against each appropriation accoimt when cpns^dfering expenditures. This 
is accomplished fairly easily and satisfactorily by informal methods in tiSLlatively small districts. In 
large school districts, the encumbrance accounting method is genepfeliy used so that each proposed 
expenditure is compared With the unenvcumb^r^ed balarfce (appropriation minus expendiracgs "JKid 
encumbrances.) The Appropriation.JLedgfer accounts are controlled by General Ledger accqimtV.^ 
designated as Appropriations, Expenditures, and Encumbrances, respectively. \ 

'\ Transfers for tuition and the like* are not i^lafssed as expenditures in the strict meaning of the* 
tenH however. ^V^nsfers should be accounted for in the Af>propriation Ledger, Appropriation for 
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S^Coritingejidesis an appropriation that sho^d be carried in the' Appropriation Ledger althoagli no 
expenditures should ever be charge^^taT that category. General Reserve should -be a General Ledger 
account only* Stores is a General Ledger account. • y 

Appropriation control is not necessarily maintained for all of the subordinate accounts for which 
expenditure analysis is desired. . 

. It ^ould be recognized that the accounting of incoineVnd of expenditures, as currently practiced 
in .rAost districts, is on a cash basis during most of each fiscal year. At the close of each fiscal Y^^» 
nryklification of a cajh record is required by, the\;§ntry of current ^Uui^li^ies, which represent 
. expenditures incurred during the fiscal year. Similarly, at the, end of the year, entry of accounts 
receivable, wiiich represent income accrued, duiinjj the fiscal year, is required. It should be nqted 
that not all income that has theoretically accrtaed is required to* be entered a3 receivable. For 
^exarriple, taxes levied but uncollected are not required tcf be spt ^p as receivable for the preparation 
of state reports. Sinc^-a considerabfe-part of the accounting isf^ry nearly on a cash basis' and since 
the yeai^^end modifications do not constitute the full accrual of 'certain income, the term modified^ 
cash basis may be employed as descriptive of school accounting practices as currently authorize(t. ^ 
Standard commercial *forms including those for both general and subsidiary ledger? as w^lU as 
specialized forms such as those for the Appropriation I^edger are suitable in many cases for ^ither 
manually or machine-posted accounts. " ? 

^ " General Ledger Accounts ^ 

All Geijeral Ledger accounts^ommonly rec^uired for public school 2!^ountinjg are listed here in the 
following Chart of Accounts. While all of ^ese accounts are pertinent to^ the GeneralTund, ^tiiey 
also may be applicable to the Jevetal other funds whicli a district>may maiiiitain. Brief explanatiorfS 
- concerning the use of the accounts are given in each case, and in soW cases comments regarding the 
' significance of debit or^credit balances of such accounts -are also inchmed. ^ ^ 

Certain accounts, such as Revolving Cash Fund, Cash Collections Awaiting Deposit, Investment^, 
Accounts Receivable, Stores ar^d Prepaid F^xr^e rises, 'are provided espec^?^Uy for usr by large stho<^l 
districts ?*nd m?iv bf- OTTuftprl i^y -^n^'ill <1ktrtrts if sire TVit needed^ 

Cl^art of Account^ 

^ y^" ' Norma/ 

Assets / ^ bsf^nce 

•^1 10 Cash in County Treasury • Dr 

9120 • Cash in Bank(s) (Education Code sectu?ns/3531 4:^261 i, 52704, or 39892 only) Dr , 

9130 - Revolving CasK FLh^jd (EcJucation Code sefctions 42ftio-- 42806, 42810, 

^ ' 42820, and 42821) \ \ . \ -^^^ Dr 

9140 CasfV^Collections Awaiting Deposit (Education C<fte sections 41001 —410^21 ) . . ■^^^'^4/ Dr 

9150 I nvfiimients at Cost (Education Code Section 41 (Jl 5) ^ ^ Dr 

9160 Accounts Receiv^)le r Dr 

9/170 1 Due from Other^unds . / Dr 

9210 Stores , . ^^^ . . - ^ .... ^ Dr 

9220 Prepaid Ex^nses . - • • - v ^ Dr, 

9300 OtJter Current Assets Dr 

931-0 . Assets Frozen . .^ - • . . - . Dr > 

9400 Fixed^sets ^ I . . . ^ ........ . Dr 

Liabilities > ' - <r / 

9510 AccountsVaya.file (Current Liabilities) . ! . ^ • ' 

9520 Due to Other Funds A \. ' Cr 

9530 Temporary Loans . .\ ^. 5 . . . . Cr 

9540 Deferred Income . . . K > . * . Cr^. 

- ^ • ^ J n • 



Reserves ' . •. , • 

Reserve for Working Capi%l . ........ . . . Cr 

,9620 . Reserve for Encumbrances / . , . . , . . , , , . . * . . Cr 

9630 General Reserve \ . . . * . , . T 

9690* InvestfTient in Fixed Assets 7). ,v / . . • . . i Cr 

I ; 



v.^ Fund balances / . ^ ^ ^ ^ 

9710 Unappropriated ^uniJ Balanlre .>:'./ .1! ....... ^. ^ . . . Ci^ 

^ Budgetary and control accounts " , / 

*9810 Estimated Income . . . . . ^ Dr * 

9820 « Appropriations . . . . • — ?V * . .\. .. Cr 

9830* tticumbr^ces * • • • Dr 

9840 • }mor(\e ........ ^ Cr 

9850 Expenditures . ; ."^ . Dr 

r ' . ■ . ' . . ^ * 

Nonoperating accounts - > ' 

9910 Suspense Qearing ,\ ..... ^ .... , , , Dr Cr 



Definitions of, and explanatoiy notes abo^t, the accounts li^ed in the Chart of Accounts follow: 
9000 i<ssets,'l-iabiHties, and Fund Balances ^ ^ 



"9100 Cash, Investments, and Receivables ' — s 1; 

y, /y \iP Cash in "^unty Treasury, Beginiiing cash b^ance, pj^us all monies deposited in 
•^the coun^ treasury lesS disbursements. Included herein are aU amounts added 
or deducted at thp county level. . r- ^^"^^^^^ 

9120 Cash i^Bankfs) (Apphcable to General I%id an^/or other funds). Indicted 
balandes ij3 separate b^nk accounts foryAdult Education Incidental's, Scholar- 
ships atra Loansv School Faipi accourfts, and Cafeteria accounts if maintained 
♦ by the district (Education Code j^tions 353 14, 526 L3, 52704, antr39892). 

"^30 Revolving Cash Fund. (1) A recording of the establishment and maintenance 
of a cash fund for the use of the chief accounting officer or olh^f^signated 
official of the district • in accordance with Education Code sections 
42800-42806; -42810, 42820, and 42821. This fund ftf similar in use and 
control to accounts known as Petty Cash. Once thi^ "f^})^ is established, it 
should be carried indefinitely in the General Ledger and shown in all balance 
X sheets^and Ifudgets until abolished. The amount recorded will Vary only 

^ - through increase or decrease irf^the total amount apOToved for the fund. It 

^ should be noted that the Revolv^g Cash Fund is a reservation of cash within 

' an already established scli^i^ fund and is not to be considered or accounted 

' for asjg separate fund or entity. (2) A sum of money, either in the f^rm of 

^ currency or a speda^bank accQunt, set aside for the purposed making change 

r-TNj^ or immediate paynjents of small founts., The invoices for*thd|$e payments are 
^ ^ accumulated and tJte furtd is reimbursed from dis^ct funds, thus maintaining 

the fund a|^the predetermined amdUnt.=^ * 



9140 Cash Collections Awaiting Deposvt. Ro^ceipts not yet deposited in t^e county^ 
treasury. This account also iiTcjtides any monies in bank clearing atcoun^s 
awaiting deposit irii the courAy treasury (Education'^Code Section 41017). >r 

9150 Investments. Securities issued »y^ the United States Government » in which 
money is invested. Investments are to btL carried on books at cost (Education 
Code Seciion 41015). ^ , ^ 
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9160 JScoUnts Receivable. AiBOunts dUe from private persons; firms, corporati^its, 
P or governmental agencies. Accounts receivable shall* l?e limited to auditable 

amounts (usually based upoVi contractual agreements), to amounts billed ^but 
not received, and/upiah provisions^ of law, to amounts which ^ere earned by 
the ^se of the'^cal y^r and which might have Beeixjreceived and dejac^litedi*^ 
in the couAty treasury by that date except for th§ lack of time. fof set^eii^^^ 
9170 Due from Other Funds. Amounts due frorffotheii funds of the district. V 

9200 Stores, Inventories, and Prepaid Expenses^ " * ^ - ^ ^ h^'^^^l 

Stores. Amounts of materials, supplies, and possibly certain eq^ipn>erit kept^ 
a central warehousje and not yet charged to expenditures (see J^drt V of thisf,^ 
manual). - : "^'l 

Prepaid Expenses. Amounts of payments nia<l,|an advance of ^the receipt and 
Utilization of services. Prepaid insurance pi-erQiums are illustrative. That ^ 
portion of the premium paid in advance for covei^e beyond the ciiruent fiscal^ 
year is charged to Prepaid Expenses, Adjustments' to^tJUs accouirt in the ' 
succeeding' fiscal years apportion the premium over the period coveredK^ » ' ^ 



92J0 



9220 



93^ 



CXther Current Assets. 



fi^^^ teadi^ aq^ajjable« tjp 



Assets that are ava^able br can be 
meet the cost of operations or to pay cun'erLt liabilities. 

9310 'Assets Frozen. Funds withheld until <:ertain legal requiretFiejits aite.jpet (e.jg.,, . 
funds withheld under provisions of Education Code SeGtSbiv41 372). ;/ ' ^ ^. 

940O Fixed Assets, ^ssets of a pet&aA^ character having continuing. ^l^iie (e.g., jandV 
buildings, machinery/ fumiturei and other equipn'ient). ll^ie t^r^ capital' nssets \^ 
sometimes u^^d in the same sense, ^^'t fi\(^f^ nss^t^^ i'^ rrprei-ed 1^ 



9410 
9420 
9430 
94 iO 



94^0 



Land 

Ifnprovemr^Ti ^ii^ ^i 
ByiJdin^s 
Equipn^^it 

(Refer to ohjeci" f^lj^ssific^tiori 6O00 fo| Hpflnitioiis Hip nl>o 
accounts.) 

Wojf< in Frr^^ress An asset representing the value of partis tly corYipleted work 



9500 Liabilities. Legal obligations, exclusive" of encumbrances, that are unpaid. 




9510 Accounts Payable (Current Liabilities). Amounts due to priv^J^persons, firm*, 
corporations, or governmental agencies for services rendered and- gpods 
received on or before the close of the fiscal ' year; Do- not include 
**encumbrarices'' T^resented by^* purchase orders or, contracts/ ;or portions 
' thereof, for services ot goods to be furnished after the close of th6 finical year. 
Include salaries^ Earned but not paid untJl after June 30, arnoiirfts owed to 
other school districts for tuition payments, that portion of construction 
contracts represented by work ^one to tlje close of the fiscal period, ifivoio^ 
for materials or equipment re^:eived prior to June 30,^tid so forth. 

9520 ^ Due to Other Funds. Amounts due to other funds within the district. 

9530 Temporary Loans. Short-term obligations representing amounts borrowed for 
short periods of Ane and usually evidenced by notes pay^ble^ They may bjfi 
unsecured or secured by specific revenues, to be collected, such as tax 
anticipation notes. " 



los 
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9600 
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•9540 Deferred Income," A liability a<;count for monies receiyed/unearaed at a given 
' date but included^, as earned, in incoiiie in subsequent periods. ^ ^ 

Reserves — ■ 

9610 Reserve for Working Capital. An account SQt up to * reflect the value of 
working capital accounts such as Stores, Prepaid Expenses, and Revolving Catsh 
Fund- At the beginning of the fiscally ear^ this account is credited wil^i the 
same arhounts set up a? debits to the previously described asset accounts. At 
the close of the year, it is adjusted to reflect the net ^increase pri -decrease 
% during the year in these amounts; ^ * ^ '/ ' ; . ~ 

sVt 



9620 Reserve for Encumbrances. ' A reserve s^t up out of appropriations. The 
encumbrance procedure may be either a memorandum or a fojTljat-procedure. 
Under the memorandum' procedure, only one account;^ /Reserve) fqr^ 
Encumbrances, is requiredf During the-y ear this account is a i^eserve s^t up out 
^ of apj^ropriations. At year;end the outstanding orders may be recorded as a 

reservation of surplus. Under the formal procedure, a SQpbnd account, 
Encumbrances, is needed. The encumbi^ce is an offset to the appropriation 
- account an^ may be closed against the account at year-end- 
9630 General Reserve. An account in which the budgeted reserve : is recorded, 
necessary- so that cash may be made availajfle during that period of the fiscal 
year when taxes and state' funds have not y6t become available. \ 

^ 9690 Investment in Fixed Assets. The b'^ook value of fixed assets. . 

9700 Fund Balance. The difference, between asse'ts^nd liabilities^ 

^710 Unappropriated Fund Balance. That portion of a fund balance, that is not 



-^segregated for specific purposes. All assets^and estimated income available for 
appropriation are credited to this account. General Reserve, budgeted 
appropriations, and other obligations are de'^'tpd. T\<^t vplu*^ of ihr Rf^conni 
represents the unapproprinfpii fund hnlance. 



\ 



9800 Riidgrtati^y and Contml Act^^unis 

^RIO Estimated Income All income estimated to accrue during a given p^fiod 
whether iB is all collected during that period or not. This account v/ill be a 
^8|)arate cantrol^account io- the General Ledger and will- include all income 
estimated to accrue during me current fiscal 3^ ear. 
9820 Appropriations. AiLthorization granted by the Board to n\ake expenditure^ and 
^ to incur obligations for specific. puipqses and amounts within a given period. 
This account represents the total of the authorizations and is used as^a control' 
^ account in the General Ledger. ^ 1 

^ Details are recorded in the stibsidiacjjAppropriations Ledger; as dncumbrances 
and expenditures are made^ they are^ charged against appropriations in the 
subsidiary Appropriations Ledger, leaving as a balance the amount that may 
\ still be encumbered and expenjied. 

A portion of th^current fiscal year's appropriation that is not appropriated for 
- any specific purposQ But is held subject to intrabudget transfer may be 
recorded in an account titlfed "^Appropriation for Contingencies. This subsidiary 
account wiU be closed at year-end in the same mannei^ as all other 
appropriation accounts. This appropriation is used only for emergency 
transactions that were not anticipated in the original budget process. 
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9830 ^Encumbrances. ^Obligations in the fonji of purchase orders, contracts, salaries, 
V ^ other commitments that are chargeable to an appropriation and for which a 

^art of the appropriation is reserved. Encj^mbrances are. liquidated when the 
. obJigation is paid or when the actual liabi^ty is set up. This control account 

represents the total amount of the appro priatio'ns that has bepn earmarked for 
expenditure for specified purposes. > ' i 

' Details of encumbrances by classification or account Ire recorded, in the saijie 
* subsidiary Appropriations Ledger in which ekpendituras are recorded. 

* 9840 Inconie, Additions to cash or other cujrent assets that do not reduce any other 

. asset, nor increase any liability or reserve, nor represent the recovery of an 
, ' expenditure. To the extent that thej accounts are kept on an accrual basis, the 

term incojne refers ^o all ^ncbme that accrues during a given period whether it 
^' is collected during the period or, not. This acpount vfili be a separate control 

— account in the General Ledger. ^ - ^ 

^9850 Expenditures. A control account that includes total expenditures by warrants 
as well as amounts deducted at the county level, If accounts are maintained on 
an accrual basis, all charges incurred are included whether paid or not. For 
accounts m^ntained on a cash basis^ only actual disbursements ate included. 
Details of expenditures by classification or accounts are recorded In the* 
subsidiary Appropriations Ledger. 

9^00^' Nonoperating Accounts ^.^ 

^^10 Suspense Clearing An account that carrier charges or credits temporarily 
pending to»the determination of the proper account or accounts to which tJuey * 
are to be posted and that may be useH for posting of amounts not yet analyzed 
to decide if they should be income. expendit\ue. or abatement. C 'large^ that 
must be allocated or prorated may lie posted in this acc^nmt ufitil spqIi 
allocatioTi or proralionNpaji be caf^ulated. THis a'xount nv»"* t^-k^ !-Jivm f> 
♦He cK^*'^ (^f thp fiscal year 3n<^ sh* mjU^ he ? "\ !' *1 tMonthK 

9 

Certain procedure*; <shoulH hp followed in opefiiMg ot>H rnrx^ntiii'»inp Jh^- <'f^f»orn| T ^dgor. 
Opening the General ledger 

In opening the General Ledger for the first time, C7a»e should br taken to use the proper^accounts 
and arhounts. These are nsiially available from eithef the county •^superintendent of schools or the 
county auditor. ^ 

Determining Asset. Liability, and Unappropriated I 'utid Balancf^-^value^. On6 of the first steps in * 
9pening the Qeneral Ledger is to list each fund's ass^tQ by title and amount with the total, as'in th^ 
following example: 3 ^ - 

Account Assets' . . 

9110 Cash in County Treasury , . . $100.0^.67 

9120 Cash in Bank , . . . : * . ^. . ^ ' 0 

9130 Revolving Cash Fund , . ^; : , . .500.00 

9140 C^sh Collections Av^ai^ng Hept^sit . . . f , . , .. , 24.17 

&150 Investnrtents \ . . . \ / , 0 

...9160 ^ Accounts Receivable ^ ....... ^ 1,597.88 

94 70 • Due from Other Funds . . ., . . T. . . . , . ; 694.39 



Account Assets ' - :. ^ • y 

9210, Stores •• 

9220 '^Prepaid Expenses ' . . . ^ 1.572.38 

9310 Assets Frozen" ... '. . . . - ^ i Q 

Total assets ........ V 1 $104,431.49 

A similar list is then made of the fund's liabilities: • ^ " 

AtZount Liabilities ^ ^ 

9513 Accounts Payable. T-. . $9^763.45 

^520 Due to Other Funcfcf . / 113.18 

Total liabilities $9,8^6.63 

Now the total liabilities are subtmct^d from the totaf assets^ and the difference is labeled 
Unappropriated Fund Balance^j^n this faanneu-: 

Account V 

Totalassets ... . .\ . $104,431.49 

^ Less: total liabilities 9,876.63 ^ 

9710 Unappropriated Fund Balance ,f • • ' $ 94,5^4.86 

This ikformation is now used to prepare an opening journal entry. This opening entry is usually 
'made on a form known as a General Journal Entry Form, listing accoiints affected and showing in 
separate TOlumns the- amounts to be posted later to the General Ledger as debits or credits. A 
complete file of these 'fonn$, either bound in a book or collected in some other file, makes up the 
General Journal. - ' i 

Preparing the opening General Journal entry. The opening GeneraNJoumal entry is made as 
follows: 

Date Account Debit Credit 

7-1-73 ' 9110 Cash in County Treasury $100,042.67 

9130^ Revolving Cash Fund .< 500.00 

9140 Cash Collections Awaiting Deposit ... 24.17 

/ 9160 Accounts Receivable .* . . . 1,597.88 

9170 Due from Other Funds - 694.39 

.9220 Prepaid Expenses ... , . 1|572.38 ^ 

9510 Accounts Payable f $ 9,763.45 

9520 Due to Other Funds 113.18 

9710 Unappropriated Fund Balance . 94,554.86 

' $104,431 .49 ^iggi ^lQ4 ,431 .49 ^ 

To record assets, liabilities, and unappr<m^Qted fund balance for 
the^fi^j^e as of July ^ 1973 \ 

.Several points should be noted' as illustrated in the preceding General Journal entry. First, no 
account is opened that is not needed. For example, no ajnount is shown in the original list of assets 
forXash in Bank, Stores, or Investments. Therfefore, no-account was opened for an^of these assets. 
Shoufexpeed arise later in the year for any of these accounts, th6 account may, be opened at^hat 
time. 
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The second point to note is that, the total of the debit amounts equals <he total of the credit 
amounts. This must always be true dff any journal entrf^. ^Jare exercised at this tune in assurmg the 
equality of debit and credit totals will 3vord difficulty with the General Ledger later on. ^ 

Another'' pbint to. note iat the layout or "form" of thq, entry itself. The debit accounts and . 
amounts are placed to the left, and the credit accounts a^d amounts are placed tcUhe right. This is 
usual bookkeeping practice. ,y 

. A final point is the description of the entry. This is the explanation of what is beingr^one by 
means, of the entry. In the iUustraticm, the explanation shows that this entry l&pcords for the first 
time the assets, li^fbilities, and unappropriated fund balance of the fund as of AilV 1, 1973. Some " 
description is always necessary 'in a General Journal entry. When at a later tinie/entries -Sare made 
from other squrces such as payroll listings, warrant registers, and the like, explanations are usually 
unnecessary since the title of the form describes what is being done. 

Posting the General Ledger The Gerteral Ledger is posted from the General Journal. The term 
posted means the orderly transcription of the information '^trom otie place to another. Each line of 
the journal is posted to the proper ledger account as either a debit or a credit entry. For example, in 
the preceding iUustration, the first line of the jouAial entry is "Cash in County 
Treasury. . . $100,042.67" and is posted to the General Ledger sheet or card as follows: 

Account 9110 Cash in County Treasury ^ Page t 
^ ifli . ^ . — I 

^ Date Reference Debit Credit Balanc"^ , Dr/Cr 

7 1-73 Jl ^$100,642.67 ^ $100,042.67 Dr 

^ Note that the entry is made in the defeit column and is also entered in the balance column. In this ^ 
case, the ^punt of the debit is the same as the balance since there was no previous balance in the 
account. (Had there been such a balance, this entry would have been added to a debit balance or 
subtracted from a credit balance and the new balance entered.) Finally, in the last column an entry 
is made to show that th^ net balance of this account is a debit (Dr) balance. 

Each line of the jolpial entry is similarly posted until the entire opening entry has been 
completely transcribed to the General Ledger. Opening of the General Ledger is now complete. At 
this point a total of nine General Ledger accounts will be 6pen with balances the same as shotm in 
the opening joiuTial entry. 

The column in, the General Ledger account headed "Reference" is used ^:o show the page or other 
reference to the source of the entry. In this illustration the entry "J T' was made to indicate that 
information for this entry was obtained from the General Joum^ (abbreviated as "J") and that it^ 
was found on page 1. Other references will be developed for other posting sources as they are 

- required.' By this method any item in the Genisral Ledger may be traced back t6 its Origin without 

^ difficulty. 

, Recording the Approved Budget— Income 

TTie approved school district budget form provides information for recording the budget in^the 
General Ledger. V ^ ^ 

Determining values to be entered. The information to be entered, is shown in column ^ of the 
budget form under the heading of Income. 

The income section of the General Fun\i budget might look like this: ^ 

I. INCOME ^ " 

8100 Federal Income 

8110 Maintenance and Operation (Public Law 81-874) $ 2,500 

-8210 NDEA (Public Law 85-864) ^ "m,000 
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8500 Combined State and Federal I nconrre . *.,..'........".....$ 0 

8600 State Income C 

8610 Principal Apportionment V ' ^ >^ 

861 1 Basic and EqualizatioD Aid and Supplemental Support ^ 277,528 

8016 Edu^tionaHy Handicapped . . . .v. . 1,148 

8620 Social Purpose Apportionment ^ . 

8622 Allowance for Transportation . . ? 7,500 

ft. ^ 

8700 County Income V. 0 

8600 Local Income 

8810 District Taxes ^ ^ 

8811 Secured Roll . 345,888 

8812 Unsecured RoH ^. ....... . . 2,700 

8900 Incoming Transfers ^ . 

' 8920 Other Tuition . 3,000 

Total Estimated Income $641,264 



Each of the items of estimated income should be accounted for separately so that excess income 
or income deficiencies may be readily seen. This is accomplished by the use of a group of accounts 
known as the Income Ledger. 

-The Income Ledger is a subsidiary ledger, 'fhe total of the original estimates jjj^tered in this ledger 
agrees with the total of the General Ledger controlling account, Estimated Income: The subsidiary 
ledger (Income Ledger) and the General Ledger are both posted from the same journal -entry. 

The original entry of the approved income budget is subject to adjustment latftr if income 
estimates change. 

Preparing the journal entry. The General Ledger and subsidiary ledger accounts and the amounts 
for each -are listed in the journal entry as a record 6f the estimated income, as has been done in the 
' foUowihg example : ' . 

J2: • X ' \ ' 

Date Account ' " " Debit > Credit 

9810 Estimated Income $641,264.00 

9710 Unappropriated Fund 8alance $6m^1,264.00 

> . • , . 

Account Subsidiary Income Ledger 

81 10 Maintenance and Operation (Public Law 81-874) .... $ 2,5^.00 

8210 National Defense Education Act {Public Lav^ 

85-864) .T • ^ 1 ,000.00 

, 8611 8asic and Equalization Aid and Supplemental Support 277,528.00 

8616 Educationally Handicapped 1,148.00 

8622 Allowance for Transportation r 7,500.00 

881 1 District Secured Tax Roll 345,888.00 

8812 District Unsecured Tax Roll 2,700,00 

8920 Other Tuition 63,0)30.00 

To record estimated income for the fiscal year 1973-74 as contained 
in the official approved budget ^ ^ 

Several things should be noted about the preceding journal entry. First, this is a General Journal 
entry, just like the one used to open the books for the first time. This one, however, also carries the 
information for posting a subsidiary ledger. / 

■ ■ V 



NexV note that this* entry is referred, to as simply a joumil entry, rather thfaji a G^neSfrJournaf 
entry. TilkUs usual* practice. The t^rm general is used only when there is^ possibility of confusion if 
it Were omitted. ^ 

One should also observe the arrangement of the journal entry. The General^ Ledger amounts are 
darried in ^^i^T^debit and credit columns, -respectively. Subsidiary ledger amounts are carried to the 
left and do not havte the balancing feature^of debits and credits. This simply means that'^the singlp 
postings to the indijfidual Income Ledger accounts represent the breakdown of the total shown in 
the Estimated Income, General Ledger, account. 

Postinkthe General Ledger. The journal entry for recording the approved budget is posted to tjic 
General Lddger in the same manner as the journal entry that originally opened the books, as has 
been done inHhe following examples: ' ^ 



Account 9810 _ Estimated Income Pdyc i 

Date Reference Debit Credit _ Balance 




7-1-73 J2 . $641,264.00 . $641,264.00 

^ -# 

Account 9710 Unappropriated Fund Balar>cc ^ Page 1 

Date Referer iCe Debit Credit Baldnce Dr/Cr 



T . 

7-1-73^ J1 _$^4,554.86 $ 94,564.86 Or 

J 2 64)1,264.00 735,818.86 Or 



Note that in the Unappropriated Fund Balance account, this credit is added to the credit balance 
resultmg from the original opening entry to give a new credit balance of $735,818.86, the total net 
assets and estimated income available for appropriation. 

Posting Jhe Subsidiary ledger. The subsidiary ledger, in tliis case the Income l edger, is posted 
from the' detailed breakdown shown in the journal entry. Each account is posted to show the 
ampunts carried in the journal entry in the "Estimated income'' and "Estimated to be received" 
columns. 

ir^COME^ LEDGER . 

Account 881 1 ^ _ District Secured Roll Taxes Page 6 

Es-timated Amounts • Total received Estimated to 

Date Reference Income received to date be received 

7-1-73 J 2 $345,888.00 ^ * $345,888.00 

Each Income Ledger account is similarly posted. 

Recording the Approved Budget-Expenditures 

Expenditure values, like income values, are taken from column 3 of the expenditures section of 
the official budget form, as has been done in the example that follows: 

II. EXPENDITURES AND OTHER OUTGO 
1000 Certificated S^faries < 

1100 Teacbfers' Salaries - $360,000 

1200 School Administrators' Salaries^ 20,000 

1300 Supervisor's' Salaries , j|. 25,000 

1400 Librarians' Salaries *. 2,000 

1500 Guidarfce, Welfare, and Attendance Salaries • 10,000 

1600 Physical and Mental Health Salaries ' " 1,500 
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\7d0 superintendents' Salaries ^. . . . ^ . /. ^. . : . . $ 10,000;A 

/ ' 1800 dther Certificated Salaries of District and Counly AdmTnistrative Offices - 5,000 

1900 Other Certificated S^Hiries < . 1,000 

V ^ —— 

Total Certificated Salaries * $434,560 

-7 2000 Classified Salaries ' 

2100 Instructional Aides' Salaries ..... 1 , 2,000 

2200 Office of County Superintendent and District Administrative Personnel Salaries , 3,100 

2300 Clerical and Other Office Salaries 7,000 

' 2400 Maintenance and Operation Salaries 36,000 

2500 Food Services Salaried 5,000 

. 2600 Transportation Salaries .= ^ .^T. 5,000 

I 2900 Other Classified Salaries . . . ^ \. . 500 

^.,^^^1^ ^ Total Classified Salaries .\ ... ! $58,600 

3000 Employee Benefits 

3100 State Teachers' Retirement^stem Fund \ . 11,900 

.3200 Public Employees' Retirement Fund / 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance . 1,500 

3400 Health and^Welfare Benefits T. ; , . 900 

3600 Workers' Compensation Insurance ! . . 900 

Total Employee Benefits $17,200 

4000 Books, Supplies, and Equipment Replacement 

4100 Textbooks - . . 2,000 

4200 Other Books 500 

4300 Instructional Supplies 2,500 

4500 Other Supplies 800 

4800 Equipment Replacement 6,000 

Total Books, Supplies^ and Equipment Replacement ; . . $1 1,800 

5000 Contracted Services and Other Operating Expenses 

5100 Contracts for Personal Services of Consultants, Lectucers, and Others , *. 500* 

j5200 Travel and Conference and Other Expense Reimbursed . . . 300 

5300 Dues and Memberships . . . 200 

5400 Insurance 1,000 

J 5500 Utilities and Housekeeping Services f * 5,000 

5600 Contracts, Rents, and Leases 4,500, 

^ 5700 Legal, Election, and Audit Expenses . ^ . . .^5. . .^f . . ^ 500 

5800 Other Services and Expensk ^ . : 4,56o 

5900 Interprogram Charges and Qrfedits for Direct Services 0 

Total Contracted Secvices^nd Other Operational Expenses . $1f6,500 

6000 Sites, Buildings, Books and Media, and New Equipment ^ 

6100 Sites and I mprovemeiff of Sites ' '2'50P 

^6200 Buildings and Improvement of Buildings 22^5150" 

6300 Books and Media for New or Expanded Libraries 1,500 

6400 EquJpjQent . » 7,800 

Total Capital Outlay $34,300 
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* 7000 -Othet Outgo ( / . >. 

f*' 7200 Outgoing Tuition .\. .-!*...$ ^0^00 

^ 7900 Appropriation for Contingencies ........ "... IZj^QO 

Total Other Outgo \\ ^$42,5bo 

* • • y \ \ ■ 

TOTAL BUDGET . .' V . .-. $615,400 

, * — 

\ As with income,' each of tlie expenditure' items should be accounted for Separately so that 
expenditures may be controlled within the various budget classifications. Tliis is accomphshed by 
use of a subsidiary ledger usu^y known as the Appropriation Ledger. Wliile b^parafe accounts 
should be maintained for each of the required, expenditure classifications, additional subdivisions of 
thesej classes may be maintained as separate accounts if needed. 

Preparing the Journal entry. Tliis budgeted expenditure total of $615,400 totals the appropria- 
tion to the district's programs; the programs provide a classificatipn of Expenditure usage while the 
objects provide a^classification of expenditure source. 

Tliis procedureJs shown in the following example: 



Date 
7-1-73 

Account 
1100 
'l20p' 
1300 
1400 
1500 
1600 
1700 
1800 

1900 
2100 
2200 

2300 
2400 
2500 
2600 
2900 
3100 
3200 
3300 
3400 
3600 
4100 
4200 
4300 
4500 
4800 
5100 

5200 



Account 

9710 
9820 



Unappropriated Fund Balance 
Appropriations 



Debit 
$615,400.00 



Credit 
^^6 15,400.00 
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Subsidiary Appfopriation Ledger 

Teachers' Salaries 

School Administrators* Salaries 

Supervisors' Salaries 

Librarians' Salaries . T 

Guiclance, Welfare, and Attendance Salaries 
Physical and Mental Keaith Salaries .... 

Superintendents' Salaries 

Other Certificated Salaries of District and County 

Adnrtinistra'five Offices 

Other Certificated Salaries 

Instructional AJlf^s' Salaries ^. . 

Office of County Superintendent and District Administrative 

Personnel Salaries " . . . 

Clerical and Other Office Salaries ^ , . . . 

Maintenance and Operation Salaries 

Food Services Salaries ^ 

Transpot-tationvSalaries 

Other Classified Salaries 

State Teachers' Retirement System Fund . , . 

Public Employees' Retirement Fund 

OI^Age, Survivor^, Disability, and Health Insurance . , . . 

Health and Welfare Benefits 

Workers' Compensation Insurance 

Textbooks 

Other Books 

Instructional Materials and Supplies 

Other Supplies ^. ...... . 

Equipment Replacement 

Contracts for Personal Services of Con^^ants, Lecturers, 

and Others « - . r ( 

Travel antj[ Conference Expense Reimbursed 



$360,000 
20,000 
25,000 

2,000 
10^000 

1,500 
10,000 

5,000 
1,000 
2,000 

3,600 
7,000 
36,000 
• -5,000 
5,000 

500 
1 1 ,900 
2,000 
1,500 

900 

900 
2,000 

500 
2,500 

800 
6,000 

500 
300 



5300 , Dues and Memberships^ . . .t $ 200 

5400 Insurance r ^ . . . . 1,000 i 

* 5500 Utihties and Housekeeping Services : 5,000 

5600 Contrafts, Rents, and Leases . . . ' ^ 4",500 

57Q0 Legal, Election, and Audit Expenses 500 ^ 

5800 /. Other Services and Expense ^,500 

5900 Interprogram Charges and Credits for Direct Services -0— 

6100 Sites and Improvement of Sites 2,500 

620Q \ 6iifidings^nd Improvement of BuHdings . . . : 22,500 

.6300 ^ Books and Media for New or Expanded Libraries ' 1,500 

6400 Equipment 7,800 

7200 Outgoing Tuition 30,500 

7900 Appropriation for ContingertCies 12,000 

Jhe preceding journal entry is similar to the one reading estimated income except that the total 
of appropriations isMebited to the Unappropriated Fund Balance account. The total appropriations 
to all accounts in the Appropriation Ledger must agree with tJie ba^ce in the General Ledger 
controlling account, Appropriations. 

Posting the General Ledger, Th^ journal ^ntry for recording v the approved appropriations'* is 
posted to the General^ Ledger^ in the same manner as the original opening entry and tlie^entry 
recording estimated income, as has been done in these examples: 



Account 9710 



Unappropriated Fund Balance 



Pagel, 



Date 


Reference ■ Debit ' Credit 


Balance 




7-1-73 


J 1 $ 94,554.86 
J 2 * 64ljp64.00 
J 3 $615,400.-00 ^ 


$ 94,554.86 
735,818.86 
120,418.86 


Cr 
Cr 
Cr 


Account 


9820 Appropriations 




Page 1 


DatG^ 


Reference Debit Credit \ 


Balance 


Dr/Cr 


7 1-73 


J 3 $615,400.oS^-««^ 

• 


$615,400.00 


Cr 


y 

Note that the debit io the Unappropriated Fund Balance account has been subtracted from the 
previous credit balance to produce a new credit balance of $120,41*8.86, the remaining 
unappropriated fund balance after the estimated' income and budgeted appropriations have been 
posted. " ^ 
r Posting the Appropriation Ledger. Tho subsidiary Appropriation Ledger is posted from the 
^ journal entry in a manner similar to that used for posting estimated income as shown in this 
. example: . ^ * . 


APPROPRIATION LEDGER 
Account 11 00 Teachers' Salaries 




Page 1 


.Date 


t 

Refer- Appropri- ^ Encurn- Encumbered 
ence ation brances " to date Expended 


t Expended 
to date 


Unenm.jm- 
, bered 
balance 


70-73 


J 1 $360,000.00 


$360,0&0.00 
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The preceding ft>rm differs from the Incoftie Ledger form because it must g^rry space for entering 
encumbrances as they ^Dccur,^ as well as expenditures. The ampuj»t appropriated for this account has 
been entered iji the **A^ibpropriation'' cblur nn and again in the "Unencumbered balance'* colul?in. As 
aiylounts are later entered in the "Encijmbranqp" or "Expenditure'* columns, the "Unehcumberea 
balance*' column will be adjusted' accordingly^ ^ , " >^ — . 

When ai^ropriations are aLllocat|fd to programs, each of the program ledger cards is posted with 
its respective appropriation. An Example of a possible program ledger card is displayed^ in the 
illustration on page_VI-l 6. _ \ . 

It should be noted that the appropriation to a program is a collection of portions of single objects 
of expenditure (such as teachers'- sal&ries) that are controlled wj^h the Appropriation Ledge^The 
program appropriation is the^tal of all of the direct expeifses expected to be incurred on belmlf of 
the progranh ' / ^ 

Because the Appropriation Ledgej^ontrols expenses by objects, it is not esseatial that expenses 
also be controlled by program whern^ district records expenditures by site (or location). Control of 
program e^^penses .can be^ delegated 'to the principal (or site managers) within the limits of fixed 
object appropriations. For example, if a given school (site) is budgeted $75,000 in instructional 
supplies^, this amount will provide district control on the site on this object. The site may allocate 
this $75,000 to its several programs, and the district may record these allocations as part of the 
appropriations to the site's ppgrams. Districts using manual or bookkeeping machine systems need 
not control the amount of instructional^supplies appropriated for a particular program because they 
will be able to control the total appropriation to the site. 

If the district controls only on Objects, then the .principal or site manager \yill have to compare 
the program reports to the . program, budgets to observe discrepancies, in an object of any particular 
program. ' • ^ 

Recording the Approved Budget— Reserved 

Reserves are portions of tl^e balance remaining as unappropriated funds that are not availabje for 
appropriations, such as amounts in the Revolving Fund, Stores, and Prepaid Expense accounts. A 
General Reserve account is recommended to help finance the district in the year following, prior to 
receipt of that year's income 

The values to be set asidp in these reserves are contained in the official budget; column 2, 
opposite Ending Balance. These are used to prepare the journal entry, as in this example: 

Date Account ' Debit Credit 

7-\-73 .9710 Unappropriated Fund Balance $120,419.00 

9610 Reserve for Working Capital * $ 2,072.00 

9630 General Resefve 118,347.00 



To record reserves for Working Capital and General Reserve, fiscal 
year 1973-74, as contained in the approved budget ^ 



Tliis journal entry is then posted to the General Ledger in the usual manner: 

AGCpunt 9710 Unappropriated Ftfid Balance Page 1 

Date Reference ' Pebit I Credit * Balance . Dr/Cr 



5 



7-1-7,3 J1 '$'94,554.86 $ 94,554.86 Cr 

J 2 641,264.00 735,818.86 ^ Cr 

J 3 $615,400.00 120.418.86 Cr 

J 4 120.419.00 0.14 Dr 

' • - ■ 



f *' V 




\ 



.Account: 



•r 



Refer- 



PROGRAM LEDGER 

Program A 



Page ^, 

Appropriation: $32,000.00 



Bboks,sup- Contracted 
Encuinbrances Certificated Classified plies and services. 



Direct 



salaries and salaries and equipment and Capital Available support' 

Date ence Description Reserved Cancelled benefits beMs replacement 'other outlay balance charges- 

M-73 J 3 Budget appropri- ' (Optional) $32,700 $4,800 • $2,500 $1,500 $1,OdO $32,000 $1,600 
ation (may be 
memorandum only) 

T31-73 ^ PJ JulypayroIlT " 1,800 ^ 
teachers', salaries 



30,200 



117 



118 
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Account^9610 ^ • ^^eserve^r Working Cdpital ' Page 1 

— — — ^ ' ^ ^ ' ^ ■ ^ 

Date { Reference Debit ^ Crisdit Balance Dr/Cr ' 

7rl 73 J 4 $ 2.072.00 ' $ 2,072.00 % Cr 

■ '■ , ^ ■ • 

Account 9630 • General Reserve . Page 1 

Date Relference ^ Debit Credit Balance Dr/Cr 

7-1-73 J 4 I* $118,347.00 $116,347.00 Gr 

Nbte that the ambunt debited, to the Unappropriated Fund Balance account is slightly greater 
than the previous balance of that account, vaii^a|th^ results^ a debit balance of 14. cents. Small 
discrepancies are likely to occur because the books are maintained in exact amounts, 

including cents, while the official budget form is|tTi|de out to the nearest dollar only. 

At this point th^ General Le(^er has been ope?^, and the official budget has been recordecJjiA 
trial balance will show the net results of the entfifes made thus far.. The trial balancels a list of the 
General Ledger accounts and the debit or credit ^alance for each accouht^The total debits and the 
total credits must be equal, indicating a balanced 6^neral Ledger. The txii balance of Ihe General 
Ledger at this point looks like this; li: ? 

Accqunt v Debit Credit 

9110 , Cash in County Treasvjrv , $100,042.67 v 

9130 ^ Revolving Cash Fui^ 500.00 

9140 Cash Collections AWaiting Deposit 24.17 

9160 Accounts Receivable 1,597.88 

9170 Due from Other Funds 694.39 

9220 Prepaid Expenses 1,572.38 

9510 Accounts Payable: .$ 9,763.45 

9520 Due to Other Funds 113.18 

9610 Reserve for Working Capital ' . 2,072.00 

9630 General Reserve 118,347.00 

9710 Unappropriated Fund Balance , 0.14 . / 

9810 Estimated I nconr)e .^j^l 641,264.00^ 

9820 Appropriations .. c. 615,400.00 

^ ^ . ' . —i\ 

. V $745,695.63" $745,695.63 , 



\ 



The appropriations,' having been pelted both to the program ledgt^:^ ^nd to the subsidiary 
appropriation ledgers (objects^ of ekpendfture), should be^cheoS^ed to assure that the two are equal. 

Recording Encumbrances v ^ 

Effective expenditure control requires not only the recording of cash ^expenditures and the 
charging off of assets and prepaid expanses but also the recognizing of expense obligations. 

Encumbrance procedures that serve to reserve or restrict portions of the budget appropri[ations of 
the district for which definite cdmmitments or contractual obhgations have been made may be 
incorporated into the accounting system Of a school district. 

The methgd of determining amounts of encumbrances to ^e entered into the accounts may vary 
with the accounting methods used in the district and with the type of transactions being 
encumbered. 
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^Assistant Sjiperii^endent' 
Garcia, Fred 

Principals 

/iampbell, George 
^Harmon, Robert . 
Hotzel, Frank 
Lawrence, Charles 

Supervisors 

Evans,' Raymond . 

Jolinsbn, Arthur . 
'.Pont,Eli2abetti.. 

Sorenson, Albert . 

Wade, Johnson .. 



Teachers •% 
Alter, Ruth 
Bennett, Betty... 
Curren, Patricia .. 



Total encumbered 



)n 

.....I 



7-15-73 

Bennett, Betty- 
resignation.. . 



Totals 



7-20-73 

Thompson, Ted 
Totals 



$ 350.00 
350.00 
375.00 



30,000.00 



'29,650^0 



450.00 



$30,100.00 



$ 4,200.00 
' 4,200.00 
4,500.00 



360,000.00 



-4^00.00 



355,800.00 



5,400.00 
$361,200.00 



$.500.00, 
'500.00 
^00.00 
500.00 



2,000,00 



2,000.00 



$2,000.00 



$ 6,000.00 
6,000.00 
6,000.00 

f(!ooo.oo 



2*000.00 



24,000.00 



$24,000.00 



$' 450.00 
500.00 
'400il 

im 

300.00 



2,000.00 



2,000, 



$2,000.00 



$ 5,400.00 
6,000.00 
4,800.00 
4,200.00 
3.600.00 



24,000.00 



24,000.00 



$24,000.00 



1,800.1 



1,800.1 



$1,800.00 



4 



21,600.00 



21,600.00 



$21,600,00 



$ 12,600.00 . . 
, 9,600.00 



J 6,000,(10 

.etaoo' ' 

6,00lj.00 

5,400,00 
6,000.00 
4,800.00 
4,200.00 
3,'600.00' 



4,200.00 
4,200.00 
4,500.00 



429,600.00 



-4,200.00 



425,400.00 



5,400,00 
$430,800.00 



1 • ^ 
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p-^ecau^e districts may need distinguish reactivations or restriptions r>f apprdpriation^ /rom* 

actual expenditures, it is recc^Atfended thatEncumbraiides and Re&rve fol* Encumbrances accounts 

be use<J in.Jthe Gfeneral Led^r^lfitxKthat encumbrance amoiints in the "Jippropriations sub^diary 

accounts and tha^ program^ lexers be' recorded in a sepajjgfe column or in' such a manner that they 

may be distinguished from actual expenditures, / ' ^ * - [ " . 

Encumbering programs is' optional since objects may be encumbered and controlled. Districts 




expenditure. i 

Encumbering of salaries. At the beginning of eachWear, the' totdl annual sala|ies of personnel, 
employed for that yeai* may be determined for purpows of encumbering appropriations for paying^ 
these salaries during the year. Similarly, the total monthly salaries of these personnel should be 
obtained^ for the purpose of removing that amount of encumbrance when a monthly ^'lary payment 
is made. Totals of the annual and monthly salaries must be adjti§ted for personnel changes and 
salary rate changes. ' , 

Although the salary encumbrance summary may differ in detail depending oh the methods of 
accounting -used fey the district, a schedule such as that illustrated in the Certificate^ Payroll 
Encumbrance Summary on pige VI-18 riiay adequately serve this purpose, -Basic requirem'ehts are a 
complete accounting for all personnel having salaries to be encumbered, a grouping of these salaries 
ta provide monthly and annual salary totals by budget classifications, and provisions^^f6r recording 
changes in personnel and salaries. 

The Certificated PayroH Encumbrance Summary illustrates the adjustment in enjcumbrance totals 
that must be recognized when J)ersonnel changes occur, , j \' 

Journal entries to record the salary encumbrance transactions shown in the^tejrtificated Payroll 
Encumbrance Summary are as follows: 



J 12: 
Date 

7 1 73 



Account 
1100 
120(^ 
1300 
1700 



Account ^ * Debit i - Credit 

9830^ Encumbrances ' $429,600.00 ^ 

9620 ^ Reserve for Encumbrances . $429,600.00 

Appropriation Ledger ^ 

Teachers' Salaries \ $360,000.00 

School Administrators' Salaries 24,000.00 

Supervisors' Salaries ^. . . . . 24,000.00 

.^Superintendents' Salaries : ^ 21 ,600.00 

•To record salary encumbrance tor certificated staff employed 7-1 -73 > 



J 13: 
7-15 73 



iAecount 
<1100 



9620* Reserve for Encumbrances 
9830 E ncu mbi^a nces 

* Appropriation Ledger 
Teachers' Salaries . .' 



$4,200.00 



$4,200.00 



$4,200.00 ( 

To cancel 12 Fnonths' salary encumbranqe for Bi Bennett, resignation, 7-15-73 



J 14: 
7-20-73 



,9830 Encumbrances 
9620 Reserve for Encumbrances 



$5,400.06 



$5,400,00 
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s - ' Appropriation Ledger . 

1 100 Teactiers' Salaries r.^.^ $5,400.00 

To establish salary encumbrance for 12 months' payment of T/Thompson« 
empioyedJ-20773 

' aThe posting of the pr-eceding entries to the General Ledger is as follows; 

Account 9830 Encumbrances «^ Page 4 



Date 



Reference 



Debit 



Credit 



Balance 



Dr/Cr 



7-1 -73 

7-15-73 

720-73 



J 12^ 
J 13" 
J 14 



$429,600.00 
5.400.00 



$4,200.00 



$429,600.00 
425,400.00 
430,800.00 



Or 
Pr 
Dr 



Account 9620 



Reserve fop Encumbrances 



Date 



Reference 



Debit 



Credit 



. galance. 



Dr/Cr 



7 1 73 

7-15-73 
7 20-73 



J 12 
J 13 
J 14 



$4,200.00 



$4^29,600.00 
5,400,00 



$429,600.00 
425,400.00 
430,800.00 



Cr 
Cr 
Cr 



The posting of the Teachers' Salaries account to the subsidiary Appropriation Ledger is illustrated 
as foUows: 



Account 1 1 00 



^APPROPRIATION LEDGER 
Teachers' Salaries 



Date 

7 1-73 
7 15 73 
7 ?0 73 



Refer 
ence 

J 12 
J 13 
J 14 



Aopropri 
ation 

WOO,CXX) 00 
500,000.00 
Ron . 000 00 



F ncu m • 
brances 

79, 600 00 
4,200.00<"' 
5.400 00 



FnctjmberpH 
to date 

1^129,600.00 
425,400.00 

4?o>:*oo.oo 



Expended 



Fxpended 
to date 



Page 5 

y MenGum- 
bered 
balance 

i;7o\oo.oo 

74,600.00 
69.200 OO 



In the foregoing" illustration, it has been assumed that the changes in personnel were made prior 
to payment of any payroll in that year. It is im'portant, however, that encumbrances be redticed by 
the unpaid installments of the annual salaries of personnel leaving the payroll ajyJ incren^ied for the 
unpaid installments of personnel being added to the*^ayroll- / 

Adjustments ' of encumbrances for. , salaries paid is discussed in the section. Recording 
Encumbrance Adjustments— Salaries. ./ 

Encu/nbering of otl;ier expenses. Effective expenditure control requires the establishment of a 
proceaure to reserve ofh'estrict appropriations for obligation of nonsalary types of expenses as well 
as salaries. 

If the purchase orders are drawn in order to confirm orders for aU materials and services to be 
purchased by the district, they may be used for encumbrance purposes. A sample of a purchase 
order is shown on page VI-21 . I 

The methods of encumbering purchase orders may vary from the direct posting to the 
Appropriation Ledger subsidiary accounts from the individustl purchark: orders to some form of 
summary recording for groups of purchase orders. When a record of ^^tie individual purchase orders 
contained in a Nummary recording is desired, a Purchase Order Encnnbrance Sumnrvary snch as the 
one on page* Vl-21 might be used. 



4» 

J , 






PURCHASE ORDER 


r 


No. 2 


• T 

To: Student Supply Company 


* Date: 


July to, 1973 






f 




Ordered by 
schnnl 




* 


From: 






** * 

^ 5^hnn1 nistrint 












Appropriation 
Ledger Account-4300 




Deliver to: J 00 Main Street 










► 

Received 


Quantity 


Unit 


Item 


Unit 

price 


Amount 


Amount 
cancelled 


65 

\ 


1,000 
100 
300 


Ream 
Gross 
Box 


ISIewsprint 

#2 school pencils. 

Crayons 


$0.60 
3.00 
0.30 


$600.00 
300,00 
90,00^ 


$41.67 




$990.00 




Payment Record: 


Date: July 20 , 


Amount: $41.67 


< 









RjU^hase Order Encumbrance Summary 



For July, 1973 



Vendor^ Name 

Justrite Roofing Company 
Studen^ Supply Company 
L.A, Oeter,gent Company 



Total 



Appropriation 






Amount of 


account number 


Pate 


\\\ imHor 


incumbrance 


4500 


10 


1 


% 805-63 


4300 


1 1 


2 


990-00 


4500 


26 


3 


50.00 








$1,845.63 











A journal entry to record the encumbrance information contained in the. summarv is illujstrated 
as follows: 



J 15: 
Date Account 

7-1-73 9830 Encumbrances 

' 9620 Reserve for Encumbrances 



Debit 
$1,845.63 



Credit 
$1,845.63 



Account 
4300 
4500 



Appropriation Ledger 

Instructional Supplies *. . • ^ ^ 

Other Supplies 

To record purchase order encumbrances for July 1, 1973 



$990,00 
855 63 
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The posting of the C3ther Expenses of Instruction item to the account in the subsidiary Appropria- 
.tion Ledger is illustrated as follows: 

\^ APPROPRIATION LEDGER V 
Account 4300 , Instructional Supplies * Pages 



Date 



Reference 



Appropri- 
ation 



Encum- 
brances* 



•Encumbered 
to date 



Expended 



Expended 
to date 



Unencum- 
bered 
baiance*^ 



7-1-73 



J 15 



$5,000.00 



$990.00 



$990.00 



$4,010.00 



The instructions for recording encumbrance adjustments in this section outline the prpcedyre 
used to adjust encumbrances when payments are made involving encumbered purchase orders. ^ 

Recording Income and Other Cash Receipts ^ ^ 

Source documents for postingincome are apportionment notiqes from the county superintendent 
of schools for deposits made directly to the county treasury or copies of receipts for monies 
received directly by the district. 
' An apportionment notice from the county superintendent of schools is illustrated in the Typical 
Apportionment Notice on this page. 

Each of the items of actual income should be accounted for separately so that they may be 
compared with income estimates. This is accomplished by porting receipts to the Income Ledger. 
The total from any given apportionment notice is posted to the General ^Ce^ger, and individual 
items are posted to the subsidiary Income Ledger. 

TYPICAL APPORTIONMENT NOTICE 



County of 



To 



This is to certify tbat incomR noted below has bpen rec**ivpH ^nd hasbf^** pl^*n,^ f 

your district on _ . . . . . . 

r>?»te 



861 1 Ba^ic an^ Equalization Aid and Suppjem&hta' Support 

8616 EducatiSi^allY Handicapped Minors V - 

8622 Allowances for Transportation . . . ^ ^ , . . . 

8670 Tax Relief Subventions 

'8710 Community College Tuition Tax 

8811 District Secured Roll Taxes . . . . ! ^. 

8812 District Unsecured Roll Taxes 

Other Income (Describe) 



Preparing the journal entry for income deposits made directly in the county treasury. The journal 
entry to record income receipts lists the General Ledger and subsidiary ledger acco\i nt9 and tlie 
amounts for each as in the following example: 
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Dat9 Account 1^ . . * Debit ^ Credit 

7-20-73 9110 Cash in County Treasury 

9840 Income . 

Account Subsidiary income Ledger ^ 

fl81 1 District Secured Roll Taxes 

/ 8812 District Unsecured Roll Taxes ^_ 

8611 Basic and Equaliziation Aid , 

To ^ord income received on apportionment notice dated 7-20-73 

The joiimal entry is posted to the General Ledger in the usual manner. 

The subsidiary Income Ledger is posted' from the journal entry in a manner similar to that used 
for posting estimated income. Each account is posted to show, in the amounts received portion, the 
amiount of the ledgers that has been carried in the journal entry, as has been done in the following 
example: ^ 



Account 8811 



INCOME LEDGER 
District Secured Roll Taxes 



Page 6 



Date' 



Reference 



Estimated 

income 

«5 

$345,888.00 



Amounts 
received 



Total received 
to date 



Estimated to 
be receivjed 



7-1-73 
7-20-73 



J2 



$345,888.00 



Account 8812 



Date 
7 1 73 

7 ?0 



''^^ferer»'"n 
J ? 



INCOME LEDGER 
District t >ns<?<*ured Roll T??vnr 



^stimatpH 
'n'^ome 



^mount? 



Page 1 



"■'Strrnated tr 
'>e r'K:9ived 



Account 8611 



Date 



eference 



7 1 73 



J2 



INCOME LEDGER 
Basic and Equalization Aid 



Esitimated 
income 

$977,528.00 



Amounts 
received 



to datp 



Page 1 

Fstirr^atPd to 

be received 



A summary of receipts issued for cash received directly by the sthool district serves as the basis 

Ir, 

for preparing the journal entry to record this type of income and other cash receipts. Abatements of 
expenditures are treated in Part III of this manual. If this summary is a formal' record, it might look 
like this example of a Cash Received Journal: 
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' Cash Received Journal Month of July, 1973 

Current income Abatements of General Uedger 

^ expenditures 

Date Description Received Account Amount .^Account Amount Account Amount 

7-3-73 Receipts ^ Rlin^ 5800 — ~, 

Nos. 6801-6815 8842 

8850 

■ 4300 

4300 . 

4300 

8880 

Totals 

Preparing the journal entry to record cash received directly by the school district. The journal 
entry to record actual income and other cash receipts received directly ^^^ther school district lists 
the General Ledger and subsidiary ledger accounts and the amounts for each. For example: 

Date AccQunt ' Debit Credit 

7-31-73 91 10 Cash in County Treasury 

9840 Income 

9850 , Expenditures . - 

Account Subsidiary income Ledger 

8110 Maintainance and Operation (Public L^iw 

81-874) - 

8842 Sale of Equipment and SiinnM**? . : . : _ . 

8850 ^ Rentals . , . 

8871 Adult Education Feft*: ...... 

8B80 Miscellaneous 

Subsidiary Appropri^i'»*^n I 4>r1gf^ 
4300 In^truQtionai Snppiies ^ . . . 

^PO<> T ' rtficpor taTK»f* PpV'ifV'Mt'? from Othp' DKtricts ^ 

/ 

The General Ledger is posted in the usual manner The s\ibsidiar> Incon^e Ledgf^r is poste^i in thr 
fwime manner as that illustrated under incoTne <leposit'7 m?^de directly in the county treasury. 

The subsidiary Appropriation Ledger !<? r'^^^^d in fbr* <3j|Tn^ TtinTu>rf n<5 thnt s1k>\vi» Mi»Hrf 
expenditnres, g« in the follown^g exainplf** 

APPROPRIATION LEDGFR 

Account 4300 Instructional Supplies « ^ Page 2 

Oijt^tar^dlng ' 'nencurr^ 

Refer Encum- I Iquida encum Fxpended bered 

Date ence brances tions Expended brances to date Budget balance 

7-31-73 
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^ . APPROPRIATION LEDGER ' 

Account 5800 . Payments from Another School District Page 1 

. ' ^ . • Outstanding / Unencum- , 
Refer- Encum- ^Liq'uida- . encum- Expended / bered 
Date' ence - brances ' tions Expended brances . to date Bjldget balance ^ 

7-31-73 ^ ' . r , 

r * , ' ' 

Recoiding Expenditures jand Other Disbursements— Salaries * ^ ^ 

Salary Qxpendituijes are generally more efficiently posted by total frorff the payroll payment 
order, or similarly titled listing, which is an itemizeds detailed list of individual salaries for a 
particular payroU. A summary T)f amounts to be charged to the various expenditure classification^ is 
needed for this procedure (see California School District Payroll Payment Order, page VI-26), 

Very rarely, such as when Sccounting salaries for a one- or two-teacher school, individual salaries 
paid might be entered directly in the General Jouiiial. 

^^"y^paring the jpumal entry. The'^joumal entry to record paj^U payments lists the General 
Ledger and subsidiary ledger accounts an^ the amounts for each, as in the foftowing example: 

i 

Date Account Debit Credit 

7-31-73 9850 Expendftures $40,275.00 

9110 Cash in County Treasury • * $40,275 00 

Account Appropriation Ledger 

1 100 Teachers' Salaries . . $12,000.00 

1200 School Administrators' Salaries » } '.\ 1,600.00 

1300 Supervisors' Salaries 7,000.00 

1600 Physical and Mental Health Salaries 125.00 

1800 Other Certificated Salaries of DistMO' ArirMWM^t! '^f ion . 800.00 

2200 District AdministrRtivp Splarje^: . . 250.00 

2300 Clerical Salaries ... 650 00 

Fasting the General Ledp^ei . The jonmal entrj for payroll expenditure'? t^<>^*< 1 'V,>rfoi 
1 ecippT in the sainp Tn^ini^oi ptovir>iic: onffip^; ^^i? in tlip fnnr>\viTi^ ex<*T'U'*lf 

Account 9850 Expenditures \ Page 1 

Date Reference Debit Credit Balance br/Cr 

7 31 7i3 40 ho $ iO 9 7r; on n, 

Account 91 10 Cash in County Treasury Page 1 

Date J^eference Debit Credit Balance - Dr/Cr 

7 173 J.1 $1 00.042 f?7 $100,042 67 Or 

7-31-73 J 8 $40,275 00 59.767 67 Hf 

Note that the posting to the cash account is a credit entry that dedurtf? frrMti the ptevirjuf? h^l^nre 
to give a new debit balance of $59,767.67. 

o 127 

:Dir VI 



California Schoof District Payroll Payment Order 



— 1, 




Warrant 




Expend!- 
' ture 
classi* 


Period 


Gross 


Social 


Retire- 


With- 
holdina 

1 Ivlvlll IM 


♦ 


J 


Employee name ' 


number 


Occupation orjitle 


fication 


endina 


'earninQS 

vvll 1 III IMm 


Security 


ment 


tax 


' Other 




Abbott, Ellen..,.,. 




22(K) ' 


Teacher T 


1100 


7-31 -73 


$ 500.00 




$ 40.00 


$ 80.00 


$ 21,00 


$ 359.00 


Adams, George 




2201 


Custodian.. 


2400 




350.00 


dt A AA 

$ 9.00 


21.00 


18,00 


, 12,00 


290.00 


Allen, Rose, 




2202 


Teacher 


1100 




475.00 




35.00 


68.00 


16,50 


355.50 


Arnold, Robert' .... 




2203 


Teacher v.. 


1100 




■ 550.00 




48.00 


60.00 


25,00 


, 417.00 


Ashworth, James . . , 




2204 


Assistant Superintendent 


1700 




^ 900.00 




70.00 


150.00 


28.00 


652.00 


Bailey, John 




2205 


Teacher 


1100 




590.00 




50:00 


75.00 


22.50 


432.50 


Banner, Roger. 




2206 


Principal 


'l200 




750.00 




62.00 


90.00 


26,00 


572,00 


Boyd, Alice 




2207 


Secretary 


2300 




' 300.00 


7.50 


16.00 


21.00 


12.00 


243.50 


Brown, Thomas , , . . 




2208 


■Teacher 


HOD 




530.00 




45.00 


61,00 


18.00 


406.00 


Carter, Mabel 




2209 


Teacher 


' 1100 




500:00^ 




42.00 


65.00 


' 24,00 


369.00 


Cross, Arthur ....... 




2210- 


Custodian/. 


2400 




375.00' 


• 10.00 


22.50 


12.00, 


18,50 


* 312.00 


Curran,Jane 




2211 


Teacher 


1100 




47^.00 




38.50 


60.00 ' 


21,00 


355.50 



Totals 

Expenditure Classification Sumniary; 



1100 
1200 
1700 
2300 
2400 



7-31-73 
7-31-73 



$6,285.00 


$26.50 


$490.00 


$760.00 


3,610.00 








750.00 




1 




900.00 








300.00 








725.00' 








$6,285,00 









$244.50 



$4,764.00 
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Posting the Appropriation Ledger. Entries in the subsidiary Appropriation Le<^ger are made in the 
expenditure column in each case, as shown in the following example: . 



Account 1110 



APPROPRIATION LEDGER 
^ Teachers' Salaries 



Page 1 



Date 



Refer- 
ence 



Appropri- 
ation 



Encum- 
brances 



Encumbered 
to date 



Expended 



Expended- 
to date 



Unencum- 
bered 
balance 



7-173 ' ^ 
J5 

7-31-73 J 8 



$390,000.00 
390,000.00 

3gp,ooo.oo 



$390,000.00 



$390,000.00 
. 390,000.00 



$32,000.00 



$32,000.00 



$390,000.00 
0.00 
32,000.00Cr 



In normal procedures the liquidation of an amount correspohding to the payment takes place* 
simultaneoudy with this posting. The liquidating entry is described in^the section headed Recording 
Encumbrance Adjustments— Salaries, following For purposes of explanation, this account will be. 
carried this way until the liquidating entry is posted, ^ . 

Note that the Appropriation," Encumbered-to-date," and "Expended^to-date" columns are 
carried forward with each posting. ^ - • 

Entries in the program ledger are posted by object classification in the appropriate columns in the 
program l^daers, ^j||n sybtotaled on the object of expenditure card ii» the Appropriation Lecigef^ 

The total/ postings to the program ledgers for the object classification (teachers' salaries) will 
amount-te^$32,000, which can be subtotaled in the Appropriation Ledger. (see sample program 
ledgeff, page VI-16). » * 

Recording Expenditures and Other Disbursements— Other ' ^ ^ 

Payments to vendors are usually made at regular intervals, monthly or oftener^ and Usted on a 
warrant register that can be used as the source to enter thte total expenditure. Like the payroll 
charges, the amounts to 'be charged to the various expenditure .classifications will need to be 
summarized (see California School District Warrant Register Number 1 on paj^e VI-28). 

Other expenditures, such as a district's retirement payments, repayments on loans, and the Hkie, 
which are disbursed at the county level, may be entered individually as reports are received from the 
office of the county superintendent of schools. Expenditure transfers between funds of a district 
require a similar entry. It is possible to include all such items in one listing and to enter the total in 
the General Journal with a summary of amounts to be charged to the various expenditure classes. In 
either procedure, reference to^ the original report or notice fshonld be made, and such document^ 
should be kept readily available. 

Preparing the journal entry. The journal entty to record vendor payments or other expenditure 
items lists the General Ledger and subsidiary ledger accounts and the amounts for each. This journal 
entry is posted to the General Ledger and the Appropriation Ledger as illustrated in the entries that 
follow: 



V 



Date 
7 31 73 



Account 
4500 
4100 



Account 

9850 
9840 
9100 



Expend itures 
Income 

Cash * 

Approbation Ledger 

Other Si»lies 

Textbooks 



Debit 

$6,245.00 
500 00 



Credit 



$6,745.00 



$1,620.00 
35Cf.Q0 



er|c' 



^30 



VI -27 



4300 
5500 
6200 

8110 



Instructional {Materials and Supplies ^ $ 475.00 

Utilities and Housekeeping Services 1 ,300.00 

New Buildings and Improvement of Buildings V 2,500.00 

Income Ledger , ^ 
Maintenance and Operation (Public Law 

|l-874) . :. . ^ 500.00 

^To record expenditures for WaMcit^egister' Number 1 for th^ month of July 




CALIFORNIA SCHOOL DISTRICT 



Warrant Register Number 1 



Date: July 131, 1973 



Warrant 

nufnber Vendor ^ 

1 Aldrich & Aldrich,Jnc \ 

2 American Book Co ,^ . . . 

,3 - Best Music Company 

4 E.P._f inigan Company 

*5 Office Supply Co. . ...u . T 

6' Pacific Gas & Electric Company 

7 Pacific Telephone & Tele^ph Co 

8 Read's Fence Company - ... 

9 Sun Custodial iSupplies . 

10 ' Taylor's School Supplies 

11 U.S. Treasury 

(Abatement of income) 8110 

Total 



Expenditure 



cfassificatfpn 

4300 
4100 
. 4300 
6200 
4500 
^ 5500 
5500 
4500 
4500 
4300 




Amount 

$ '48.0§ 
350.00 
210.00 
2,500.00 
65.00 
700.00 
600.00 
875.00 
680.00 
216.94 

500.00 



Expenditure Classification Summary : 

4100 Textbooks ^ 350.00 

4300 Instructional Materials and Suppfies . 475.00 

4500 Other Supplies 1 ,620.00 

5500 Utilities and Housekeeping Services 1,300:00 

6200 New Buildings and. Improvement of Buildings 2,500.00 

income C/ass/fication Summary: 
81 10 Maintenance and Operation (Public Law 81-874) 

abatement 500.00 



$6,245 00 



500.00 
1 

$6J45.0(i 



IL 



Posting the Income Ledger This posting to the subsidiary Income Ledger is an example of an 
abatement of income. ^ 



Account 8100 



JNGOME LEDGER 
Maintenance and Operation (Public Law 81—874) 
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Date 



Reference 



Estimated 
income 



Amounts 
received 



Total received 
to date 



Estimated to 
be received 



7-1-73 



7-31-73 



J 1 



$2,500.00 
2,500:00 
2.500.00 



$2,>(00.00 
$00.00 Cr 



$2,400.00 
1,900.00 



$2,500.00 
100.00 
600.00 



Recording Encumbrance Adjustments— SakurieS' 

The amount of encumbrance to be adjusted bt^liquidated when salary payments are made is the 
same amount as is being paid, provided such'amountiS have been encumbered. This procedure will 
leave the proper balance of encumbrance for each succeeding month if there is no change in rate of 
pay. • 

Further adjustment is necessary for changes of contract, terminations,pand the like. It is generally 
preferable to liquidate the exact amounts of the payroll posting and to pick up additional 
adjustments in a separate posting from a ust of changes. For example, a payroll expenditure of 
$40,275 represents the regular monthly payroll for salaries encumbered for the year. Ho>yever, 
because one employee terminated in July and received less than a full month's salary, the difference 
between the individual amount encumbered, $300, and the amount paid and liquidated, $200, 
represents a cancellation of $100 to encumbrances for July in addition to the encumbrance for the 
rest of the year, $3,300, or a total cancellation of encumbrances in the amount of $3,400. The 
person repbdng this employee was paid SSQ. in July and AviU be paid $2,750 for the rest of the year. 
This is an additional total encumbrance of $2,800. The net adjustment to encumbrances is a 
reduction of $600. The Certificated Payroll Encumbrance Summary illustrated in this section (see 
page Vl-i 8) provides for a method of adjusting salary encumbrances. 

The use of some machine systems makes it more practical to liquidate all encumbrances for 
salaries at the tiraS payroll expenditures are posted and to reen cumber the adjusted amounts for the 
rema^l^eT of the year. 

Preparing the jotimal ^ntry The journal entry to record f^ncumbrance adjustmepts lists the 
General l^edger and snbsidiai^V ledger acf"ouT>t<s f?nH tlie ntYxiiiTif^ for ej^rh. as shown in t>tp f^^Ilowing 
example: ^ \ 

./ 

Date Account Debit Crf^ii 

7 31-73 9620 Reserve for Encumbrances $40,275.00 

9620 Reserve for Encumbrance^ 60Q.OO 
' J9830 Encumbrances $40,275.00 

9830 Encumbrances 600.00 

Account Appropriation Ledger 

1100 . Teachers^ Salaries , .... $32,000.00 

1200 School Administrators' Salaries j 1,600.00 

1300 Supervisors' Salaries 2,000.00 

1600 Physical and Mental Health Salaries 125.00 

1800 Other Certificated Salaries of District and 

County Administration 800.00 

2200 Office of County^uperintendent and District ^ 

Administrative Personwel Salaries ^00.00 

2200 Office of County Superintendent and District 

Administrative Personnel Salaries 250.00 
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2300 
2400 



^Ififical Salaries 

M^ntenance and Operati<}h Salaries 



( 



/ 



$ 650.00 

2,850.00 

To record salary encumbrance liquidations and adjustments for* the month 
of July . 



^ Posting the General Ledger. The journal entry for salary encumbrance liquidations and 
adjustments is posted to the General Ledger as usual. ^. " 

Posting^the Appropriation Ledger Entries in the subsidiary Appropriation Ledger are made in the 
"Encumbrances" column in the;{bllowing example: 



Account 1100 



APf^ROPRIATION LEDGER 
Teachers' Salaries 
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Refer- 



Approprl- 



9 

Encunrir 



Encumbered 



Expended 



Unencum- 
bered 



Date 


ence 


ations 


brances 


to date 


Expended 


to date 


balance 


7 1-73 
7-31-73 


J3 
d5 
J8 
J 10 

'J 


$390,000.00 
390,000.00 

390,000:60 

390,000.00 


— \ — 

$390,000.00 
-32,000.00 


$390,000.00 
390,000.00 

;^8,ooo.oo 


$32,000:00 


$32,000.00 
32,000.00 


$390,000.00 
0:00 
32,000.00 Cr 
0.00 


Account 2200 


• 


APPROPRIATION LEDGfeR 
District Administrative Salaries 




Page 1 


Date 


Refer 
ence 


Appropri- 
ation 


Encum- 
brances 


Encumbered 
to date 


Expended 


Expended 
to date 


IJnencum 
bered 
balance 


7 1^3 
7 31 71 


J3 
J5 
J8 
J 10 

^ 10 ^ 


$3,600.00 
3,600.00 
3,600.00 
3,600.00 


^^?3,60p.oo 

250 00 
f?00 no 


$3,600.00 
3,600.00 
3.350.0(0 
2.7RO on 


$:7P;o on 


$250.00 
250.qp 
2F0O0 


$3,600.00 
0.00 

250.00 Or 
0.00 

ROO on 



The control account. Encumbrances, in th*^ General Ledger can be proved by Adding the t<>t?*'- 
the "Encumbered to df^te'* roh 



Recording Encumbrance Adjustments Other than Salarieje • 

The amount of encumbrance to be adjusted or liquidated wherl vendor payments or other 
expenditures are recorded is tl\^ amount originally encumbered for the . specifti5 items. Thus, if a 
purchase order was originally encumbered for $100 but the actual payment was $99.50, the original 
$100 encumbrance is liquidated. Partial payments on an c^r^erlre liquidated in the same amount as 
originally encumbered for items being paid, and the balance of encumbrance is liquidated when the 
final payment is made. 

Depending on the encumbrance method being used, the adjustments or l^uidations are posted 
either directly from the purchase order as illustrated on page VI-21 or from a Purchase Order 
Liquidation Summary listing thie purchase orders being paid. The same form can be used as that 
shown for the Pin>^:hase Order Eficumbrance Summary on page VI-21. The warrant register form 
shown on page VI-28 might also be used to indicate liquidations of encumbrances by adding 
column? for purchase order number, amount encumbered, and encumbrance classification. 
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Here again it is true that with some machine systems it is more practical to liquidate all 
encumbrances and to reencumber those that are ^tstanding after the paid items have been deleted. 
If an encumbrance-^amount is cancelled or chapgeB because items ordered are unavailable or prices 
are changed, the^adjustment is recorded in the same manner as the routine liquidations following 
payments, ^ . 

Preparing the journal entrp*. The journal entry to record encumbrance adjustments lists' the 
General Ledger and subsidiary ledger accounts and the amounts for each, as shown in the following 
example: * 



Date 
7-31-73 



Account 

9620 
9830 



Reserve for Encumbrances 
Encumbrances 



Debit ' 
$6,245.00 



Credit 



$6,245.00 



Account 
4100 
4300 
4500 
5500 
6200 



Appropriation Ledger 

Textbooks , 

Instructional Materials and Supplies . . . 

Other Supplies . , 

Utilities and Housekeeping Services . . . . 
Buildings and Improvement of Buildings 



$ 350.00 
• 475.00 
1,620.00 
1,300.00 
2,500.00 



To record encumbrance liquidations (other than salaries) for the month of July 



The journal entry for encumbrance liquidations (other) is posted to the General Ledger in the 
usual manner. 

Posting the Appropriation Ledger. Entries in the subsidiary Appropriation Ledger are made in the 
Encumbrances column, as shown in the following example: 

' ji 

■ 4 

Appropriation ledger 



Account 4300 



Instructional Supplies 

^ 
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Refer 


Appropri 








Fxpended 


be red 


Date 




ation 


brances 


to date 


Expended 


tn date 


balance 


7 1 73 


J 3 


1^2.500.00 ' 










i;2.500 00 




J 6 


2.500.00 


$7«;0 OO 


*«^750.O0 






1.750.00 


7 11 71 


J9 


2.500.00 




750.00 




*475 00 


1 .275 00 




.1 1 1 


7 Ron on 


A 7^ OO 


7 7R OO 




^ 7R OO 


1 JBO no 



R<»cording Other Adjustments 

Changes, or adjustments, must often be made to entries recorded in ther General Lfedger and 
5;nbsidiary ledgers. Some of the more common adjustments are cited in the following paragraphs 

Recording adjustrhents to estimated income. When information is received that incwme will 
exceed the origmtn estimate in the ^official budget, ^^ew estimate of income' is made, and the 
increase is recorded in the Genera! Ledger qnd the Income Ledger The increafie in estimated income 
is recorded as follows: 



Date Account 

5-31-74 9810 
9710 



Account 
8611 



Estimated Income 

Unappropriated Fund Balance 



income Ledger 
Basic and Equalization Aid and Supplemental Support 

To record revised estimate of a state apportionment 



Debit 
$1,100.00 



Credit 



$1,100 00 



$1,100.00 Dr 



EKLC 
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This entry increases the estimated income in the General Ledger and m the Income Ledger, It 
also increases the amount available for appropriation as indicated by a ore&it balance in the- 
Unappropriated Fund Balance atcount. (Note that the en fry stq^ply records the amount available, 
^for appropriatipn. Actual appropriation may be made by governing board action only, as prescribed' 
in Education Code sections 42610 and 42602,) . ^ 

,When a revised income estimate indicates a decrease in arriount of estimated receipts, the decrease 
is recorded in a similar manner, as follows: * 



Date 
5-31-74 



Account 
8611^ 



Account 

^710 
98 to 



Unappropriated Fund Balance 
Estimated Inoofne 



Debit 
$1,100,00 



Credit 



$r;ioo.oo 



Incorrfe Ledger. ^\ ^ 

Basiic and Equalization Aid 

To record revised estimate of basic and equalization aid 



il, 100.00 Cr 



Note that when this^ entry is posted to the General Ledger, a (M)it bsflance in the Unappropriated 
Fund Balance; account usually results. A debit balance indicates that appropriations exceed available 
resources and is a warning that expenditures must be .cdfntrolled so that this amount remains as 
unexpended appropriation^^ at the end of the fiscal year, ^ ^ . 

Recording adjustments to appropriations: Except when a revised appropriation budget has been 
adopted, adjustments involving changes in current appropriations wilJ' have no net effect on the 
, General Ledger balances. The thanges will affect only the Appropriation Ledger,, because the total 
amount appropriated is not chari^e.d but is simply redistribi^ted among the appropriations accounts: 



Date^ 
> 

10-30-73 



Account 
•46400 
■ 4800 



Account 
9820 



98:?o 



Appropriations 
Appropr»a1;^ions 



i Debit 
$500.00 



Credit 



^r,r^ 00 



Appropriation Ledger 
New Equipment , . , ^. . 
Equipment Replacement 



't^OO 00 Dr 



To rerorH appi opri?itiof» ri:^»*<ifo/- f»'K«r>if*H IQ^'JO i 



Recording adjustments Jo expenditures: When information shows that an amount already 
recorded as an expenditure should be charged to some other expendit\ire account, adjustment is 
made without, net effect orf the General Ledger. The expenditures portion of the Appropriati 
Ledger will reflect the change, as m the following examples; • 



on 



Date . 
11 16 73 



Account 
4100 
4200 



Account 

9850 
985% 



Expenditures 
Fxpenditures 



Debit 
$26,00 



Credit 



$25.O0 



Appropriation Ledger 

Textbooks 

Other Books . . 



$25.00 Dr 

i 25.00 Cr 

To record correction of expenditure*; classification coding on warrant number 
12346. 10 15 73 ^ -"n^ 



Vate Account 

t1'3Q.73 9850 
9850 



Expenditures 
Expenditures 



Debit 
$200.00 



Credit 



$200.00 



Account Appropriation Ledger 

1100 Teachers' Salaries $200.00 Dr 

1 300 * Supervisors' Salaries 200,00 Cr 

To record pdrtlon of J. D. Smith's November salary as Teachers' Salaries 
because he substituted for A. B. Clark 

Recording adjustments to stores. Adjusting entries resulting from a stores operation are shown in 
the next example. When a physical inventory reveals a stores overage or shortage, the amount must 
be recorded in the records. The usual practice is to adjust the Stores— Inventory and the 
Stores— Overhead accounts. 



Date Account 

11-25-73 9210 
9210 



Stores— I nventory 
Stores— Overhead 

To record stores average per inventory of 1 1-15-73 



Debit 
$75.00 



Credit 



$75.00 



An inventory shortage is reflected by a •similar entry, except tha^ the debit and credit entries are 
reversed. 

Periodically, the Stores— Overhead account is cleared of its chaises. This must be done at Iqast 
once a year to assure that the year-end balance in the overall Stores account represents only 
material on hand in the warehouse and available for issue. 

Clearing the Stores—Overhead account requires an entry to distribute tl^je balance of this account 
to the various expenditure accounts. One of several methods may be upd for determining this 
distribution. Regardless of the method. used, the entry is made as shown ili the following example: 



Date Account 

6-30-74 9850 
9210 



Expenditures 

Stores— Overhead 



Debit 
$1,500.00 



Credit' 
$1,500.00 



Account 
4300 
4500 



Appropriation Ledger 

Instructional Supplies 

Other Supplies 

To distribute warehouse overhead expense for the fiscal year 



$1,000.00 Dr 
600.00 Dr 



Closing the General Ledger ^ 

The closing entries fall into two categories. The firsi category is the adjusting or the accrual of 
certain balance sheet accounts. The second category /is the closing of all bu^igetary and operating 
accouiqtts. 

Determining the adjusting entries. Adjustments of prior year accruals may become necessary 
because of errors in estimating the amounts to be accrued or changes resulting fipm information 
available at a latibr date. ^ 

At year-en4, amounts of income or transfers from other districts due and not yet received are 
determined and recorded in the current fiscal year. However, monies due from tax delinquencies are 
not included, because tax income is recorded on a cash basis. Only those amounts that can be 



reasonably determined are recorded. The amount recorded as Accounts Receivable must 4gree with 
the report filed with the county superintendent of schools. 

Those amounts that are due and receivable from other funds of the district are recorded as Due 
from Other Funds rather than as Accounts Receivable. 

Accounts Payable or Current Liabilities are amounts due but unpaid at year-end for goods and 
services received during the year. The amounts^ set up as current liabilities must agree with the 
report sent to th^ county superintendent of schools. \ 

Those liabilities that are due and payable to other funds of a district arc recorded as Due to Other 
Funds, rather than Current Liabilities. 

If the district maintains a Stores account, refer to Fart V of this manual for information. 
^ If the proration for prepaid expense items is made at the time of the expenditure, no further 
action is necessary at year-end. The prepaid expense proration schedules should be checked at this 
time. If there is an error to be corrected or an adjustment to be made, the debit or credit will be 
made to the Prepaid Expense account and the offset to the appropriate expenditure account. 

The Reserve for Working Capital account is adjusted to reflect tifie net increase or decrease during 
the year.^ ^ 

The total amount of the General Reserve account is closed to Unappropriated Fund Balance, tiic 
total amounts in the Income and Estimated Income accounts are closed to Unappropriated Fund 
Balance, and the total amounts in the Appropriations and Expenditures accounts are closed to 
Unappropriated Fund Balance. 

Qosing Accounts Receivable and Accounts Payable accounts. \\\c closing entries aic }iiaJe 
follows: 

Date Account ^ OtfO/t C^eJn 

630-7b 9160 Accoun^ Receivable 

9710 Unappropriated Piiiid B^lditce 

To close ^dditionar Accounts Heceivdble c^ulicoiiona 

6-30 /5 9710 Unappropriated F-Und Batai^isie 
9160 Accounts Receivable 

To close unrealized Acicounid Kcceivablc cohecnoi^a 

6-30-75 9710 Unappropriated Fund CSdldnoe 
9510 Accounts Payable 

To close additional Accouia^ H^ydble pdyiiktiiiu 



6 30 75 9510 Accounts Payable * 
9710 .Unappropriated Fund Balance 

To close overestimated Accounts Pdyable p^mentsi 

When accounts are closed, the General Journal entries are made as illustrated in the following 
examples: 

TO CLOSE TH^y^ENERAL RESERVE ACCOUNT 

Date Account , Debit Credit 

" 6-30-74 9630 General Reserve ' 

/ 9710 Unappropriated Fuiid Balance 



To close the General Reserve account 
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Date 
iB-30-74 



Account 
8110 
8210 

8611 
8616 
8622 
8811 
8812 
8880 
8920 



TO CLOSE ESTIMATED INCOME AND INCOME 

Account Debit 

9840 Income 

9710 Unappropriated Fund Balance 

9810 Estimated Income 

Subsidiary income Ledger 

Maintenance and Op^ation (Public Law 81-874) .... 

National Defense Education Act 

<Pubnc Law 85-864) 

Basic Aid and Equalization Aid . ^ 

Educationally Handicapped 

TTSTispQTtation \ 

District Secured Tax Roll 

District Unsecured Tax Roll 

"Miscellaneous Funds" 

Other Tuition 

To close Estimated Income and Income to Unappropriated Fund Balance 



Credit 



TO CLOSE APPROPRIATIONS AND EXPENDITURES 

Dat^ Account Debit 

6-30-74 9820 "Appropriations 

. 9850 Expenditures 

9710 Unappropriated Fund^Balance 

Account Subsidiary Expenditures Ledger 

1100 Teachers' Salarjes 

1200 School Administrators' Salaries 

1300 Supervisors' Salaries 

1400 Librarians' Salaries 

1500 Guidance, Welfare^ and Attendance Salaries 

1600 Physical and Mental Health Salaries 

1700 Superintendents' Salaries 

1800 Other Certificated Salaries of District and County 

Administration 

1900 Other Certificated Salaries 

2100 Instructional Aides' Salaries 

2200 Offices of County Superintendent and District 

Administrative Salaries 

2300 Clerical and Other Office Salaries, 

2400 Maintenance and Operation SalatTes 

2500 Food Services Salaries 

2600 Transportation Salaries ^ 

2900 Other Classified Salaries 

3100 State Teachers' Retirement System Fund 

3200 Public Employees' Retirement Fund 

3300 Old Age, Survivors, Disability, and Health Insurance . 

3400 Health, and Welfare Plans 

3600 Workers' Compensation Insurance 

4100 Textbooks . . 

4C00 Other Books >. . ^ 



Credit 



) 



$360,000 
20,000 
25,000 

2,000 
10,000 

1,500 
10,00O 

5,000 
1,000 
2,000 

3,600 
7,000 
36,000 
5,000 
5.000 
500 
1 1 ,900 
' 2,000 
1 ,500 
900 
900 
2,000 
500 
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43P0 Instructional Materials and Supplies. . ' 2,500 

4500 Other Supplies . . ^ . . . ^ 800 

4800 Equipment Replacements / 6,000 

5100 Contracts for Personal Services of Consultants, 

Lecturers, and Others 500 

5200 Travel and Conferences Expense Reimbursement .... 300 
If 

5300 Dues and Memberships : . -200 

5400 Insurance 1,000 

5500 Utilities and Housekeeping Services 5,000 

5600 Contracts, Rents, and Leases . 4,500 

5700 Legal, Election, and Audit Expenses 500 

5800 Other Services and Expense 4,500 

5900 Inter program Charges and Credi\f 0 

61 OO* Sites and Improvement of Sites " 2,500 

^ 6200 Buildings and Improvement of Buildmgs 22,500 

6300 ^ooks and Media for New or Expanded Libraries ... 1,500 

6400 New Equipment 7,800 

7200 Outgoing Tyition 30,500 



Prepaid Expenses 

Cash is often disbursed by school districts for services or materials, a portion or all of which 
actually applies to a future fiscal period other than that in which the cash disbursement is made. 
The most coQimon such disbursement is for insurance, the full premium of which is paid 
immediately, but the coverage of which extends into future school years. Were the entire premium 
charged to the year in which the premium is paid, expenses for such a year would be overstated, and 
a comparison with years in which such premium was not paid would become invalid. For the 
purpose, therefore, of including expenditures in the year that the services or materials were 
received, it becomes necessary to accrue as an asset the amougyor"*bash disbursed for an item 
allocated to a future year. 

When the dash disbursement for an item as discussed above islmade, it is necessary to credit the 
cash . account for the ^11 amount of the disbursement. The debit m^st be split to two accounts, that 
portion which applies to the current school year being charged to cfeurent year expense appropriate 
to the item, and the remaining portion applicable to a future yey charged to the asset account 
entitled Prepaid Expenses, as in the foUowing example: 



Genera f Ledger 
Date Accourjt 

7-15-73 9850 Expenditures $100.00 

9220 Prepaid Expenses 400.00 
9110 Cash in C^ynty Treasury 

To record payment of a five-year insurance policy, one year of 
which applies to the current year 



Appropriation Ledger 
Date Account 
7-1573 5400 Insurance 



Debit 
$100.00 



To record payment of a five-year insurance policy, one year of 
which applies to the current year 



Credit 



$500.00 



Credit 
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At the end of the school year when the books are closed, the asset account. Prepaid Expenses, is 
included with other ending balances and becomes a part of the beginning balance for the next 
school year. 

After the books arc opened for the next school year, it is accessary to determine wJicthci all or a 
portion of Prepaid Expenses applies to the cunent year. This amount must be charged to the 
appropriate expense account of the new year, leaving as a remainder in the asset account any 
amounts not yet applicable. These, in turn, must be (Carried over as Prepaid Expenses to the next 
school year. To facilitate determination of the amount to charge to a year other tlian that in which 
the original casli disbursement was made, it is good practice to prepare a schedule of amounts and 
periods applicable at the time when the original cash disbuisement is made, as shown in the 
following example : 



PREPAID tXPbNSEb bCMtDUl h 





1 iUrTibtjj 




toldl 


Analysis of toldl applying lu e^cli succeeding year 


F Lf SI 
^tJdf 

$100.00 


Second 
yed» 


Third 
yea( 


F ourlh 
year 


F<nh 


7 15 73 




$400.00 
s 


$100.00 


$100.00 


$100.00 



i'lii^ iichedulc is retained fur icfexcnce at the time Ol a tutuic ycai ohargc off to ciisuic tJidt the 
oofrect amounts aie charged to each succeeding year in which a benelit is received The preceding 
schedule would be updated <*t the beginning of each school year by reducing the control total by 
the amount of the first year succeeding, which is charged to expcns<^, and by nxovmg each figure in 
the next several columns one column to the left. 

l*o charge off the portion appUcable to a new year at the bcgimdug ol that ycai , a juuinal entry 
^ made, with the debit to the appropriate expenditures account and the credit to Prepaid Expenses. 
This should be one of the first entries. ^ 



*• Acc\>iinUjig for ^loic^ 

t'oi (h<>£>c ^chooi dl;bUi(..l^ thai iLialntain central stores ot inalt^ilLdLi a w^miUI iniiiJ^i w|>l laU 

charge the **rnounl of cash disbursed for stores as an cxpeosc for un> given year. Instead, it is 
necessary to charge as expense only the value of the stores issued during each year Tlie value of 
stores paid for but not issued must be accrued as an asset to become a part of the ending balance at 
the close of the school year. The same amount in turn becomes a part of the beginning balance of 
the new year when the books for the new yfcar are opened. 

Unless a Stores Revolving Fund has been estabhshed ui accordance with provisions in tlie 
Education Code, payments for stores are made from the General Fund, with the debit to stock 
purchases within the Stores account and the credit,to Cash, as in the next example: 

Journal Entry 

Date Account Otibii (Jft^dn 

9 11 73 9210 Stores, purchases for stock $55 10 

9110 Cash in County Treasury $bb 10 

Tp record supplies purchased tor stock 

When stock is issued, an entry must be made crediting stock purchases witliin the Stores account 
and debiting the appropriate expense account, .This may be done by posting detailed requisitions to 
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a special journal, the accumulated total of which is posted to the General Ledger at montlily 
intervals. Such posting is shown in the following examples: 



Stock issued Ledger 
Requis/tfon 

Date number School Account 

12501 Roosevelt 4300 Instructional Materials and Supplies. $ 2.A2 

9-9-73 332 Garfield 4500' Other Supplies 7.66 

9 10-73 2661 Washington 4500 Other Supplies J2.01 

9-27-73 32 Wilson 4300 Instructional Materials and Supplies .... 19.43 

Monthly Journal Entry 

Date Stock Issued Ledger Debit Credit 
. 9-30-73 4300 Instructional Materials and Supplies $22.15 

4500 Other Supplies 19.67 ^ 

921 0 Stores, withdrawals from stock $4 1 82 

To record withdrawals of stores tor the mODili or Seplcnibci . 19/3 

Stores Ledger 

Overhead Overhead Stock \ Stock fotal 

Date reimbursed expense purchases ^ithdrawaii» stores 

9 1173 $55.10 $55.10 

9-3073 $41,82 13.28 



In ■^he event that a Stores Revolving Fund has been established, a warrant must be drawn on the 
General Fund payable to the Revolving Fund in the amount of the total withdrawals in Ueu of the 
journal entry just given; but the accounts are otherwise the same. 

To extend the value of stock issues, the most common practice is to compute an average price 
each time new stock is received and to use this average price for extending all requisitions prior to 
the next receipt. The data necessary to compute an average price is accumulated by maintaining 
perpetual stock records for each item carried in the warehouse. Part V of this manual contains 
detailed information about methods of maintaining perpetual stock records. 

Certain expenses, other than the disbursenxent of cash for stock, are usually incurred iii the 
operation of a warehouse. Examples oif such expenses are the salaries of warehousemen or 
deliverymen, utilities, rented space and vehicles. If stores are accounted 'forr. in the General Fund, 
these other expenses' may b(?" distributed directly to the appropi-iate expenditure accounts or 
charged to overhead expense. If a Revolving Stores Fund has been established, these other expenses 
would be charged to overhead expense within the Stores account in the revolving fund rather th^n 
in the General Furi^. Eventually it will be necessary to prorate these expenses to the appropriate 
expense accoun-ts. j^xp^;siis may be prorated eifher at the timo^sues are made or by the end of the 
year; the basis used is the distribution charge, for stock with^r/wals. 

One method, of distributing overhea<^incurred in operating a store? warehouse is to add to the 
average cost ^Jf each item requisitioned a fi^ed percent (overhead) that is sufficient to covgr all 
operation expenses/ This^ method of distributing overhead allows the total warehouse operating 
costs to be distributed to appHcable expenditure accounts by the end of the year. Any surplus or 
deficit in the filt total of the two remaining overhead accounts is then prorated and distributed 
among the liable expenditure accounts. . . 

If: overhead is not distributed: along with th6 -stock issues, then some means for eventual 
distribution of^bvethead must be maintained. This may be done by keeping a running analysis of 
withdrawals bV classification of the expenditure accounts to which the charges axe being made. The 
totals are con,Yerted to percents of the total withdrawals at year's end, and the total overhead 



expense incurred in operating the stores warehouse is distributed to expenditure accounts on the 
basis of these percents. When a constant percent is added to issues in accounting for the above 
entries, the debit of the total amount, including the percent for overhead, is charged to the 
appropriate e;cpenditure account. The credit, however, must be split between actual value of the 
item's of stock withdrawals (computed at the latest average price) and the amount that was obtained 
by extending that value by the constant percent to cover overhead reimbursed to the Stores, 
account. For this purpose an overhead reimbursed account should be maintained within the Stores 
account. At the end of the year, the total charges to overhead expense will be available separately 
from the credits to overhead reimbursed. For the following • year, percents may adjusted to 
reduce . differ eilces between the overhead 'amounts expended and reimbursed. Any differences 
between these two accounts at the end of the year must be charged or credited the case ntky be 
to appropriate expense accounts according to the value of items issued. 

As mentioned in Part V of this manual, an actual physical hivcntory sliould^c taken at ioast oucc 
aimually, and a comparison should be made between the control count on the perpetual inventory 
and the actual count. At this time any difference sliould be adjusted by charging or crediting 
overhead expense, by tJie value of any difference in the quantity on hand, with the offset to stock 
withdrawals. If at any time the warehouse is unable to^omplete a request because of insufficient 
stock, an indication of how much was actually issued should be noted on the requisition. This will 
make possible a simple check of agreement with the perpetual inventory on that item, since the 
account will now be zero, or very small. Inventory variations discovered at such times should be 
accounted for when convenient, but rto later than the end of the year. 

Spccitically, if the Stores account is maintained in the CJeneral hiiiid, tJie net value ot the 
inventory will be reported in Part 1 ot the Annual Financial and Budget Report, botli as an ending 
balance for the current year and as a beginning balance for the new year If a warehouse Revolving 
Stqres Fund account has been established, the net value of the inventory will be entered on Part iX 
of the Annual Financial and Budget Report, wliich is for special funds. List the accounts as '^stores'' 
for both beginning and ending bailees. Expenditures for operating purposes will be zero in all 
casciy, since the^ expenditures are accounted for the General Fund. Should additional capital be 
a4ded to the fiti|ad 'resulting from an increase in average daily attendance, the increased capital is 
accounted . fji^^^^^^ Jran^ expense on the General Fund and a transfer income on the Revolving 
Store.s ^y^^^^^^ ^^fs^ \y, should some portion of the capital funds be returned to the General Fund, 
the ,a^<S^^ is a transfer expense on the Revolving Stores Fund and a transfer ijicome on 

the 6en^raJ-yundl| ^ 

In the event that the Revolving Stores Fund is estabhshed as a common fund ot two or nioic 
districts, duplicate Annual Financial and Budget Report forms (PsSrt IX) are prepared, for inclusion 
with the budgets of each co-owner of the fund. An indication is r^iade showing the percent of equity 
of each corowning district according to the value of its initial cash and inventory contributions to 
the established fund. J ^ v 

When the Revolvirig Stores Fund is establiklied initially, the transfer expense account in the 
General Fund is in the amount of cash plus inventory contributed to the fund. In this year the 
General Fund will show the value of Stores as a beginning balance but will show no ending balance. 
The* Revolvirig Stores Fund of the first year will Show no beginning balance but will show a transfer 
income. in .the total value of cash.plu$ inventory received and an ending balance of Cash and Stores. 

General Ledger Accounting for Building Funds 

Building funds are used to account for the receipt and disbursement proceeds of the sale of bonds 
authorized by election and issued by a school district under Education Code Section 15100. The 
major expenditures in a school district building fund are related to the purchase and improvement 
of sites, construction and modification of buildings, and the purchase of equipment. 



The accounting entries described earlier in tlys section for appropriations, expenditures, and 
encumbrances are found in the building fund. However, there are some accounting features in this 
fund that are not found in other funds. 

To illustrate the accounting for a building fund, a series of typical transactions and entries in 
summary form is given, as follows: 

1 . An issue of bonds totaling $5,000,000 is authorized by the voters for the purchase of sites and 
the construction of buildings. 

Serial Bonds Authorized—Unissued - " $5,000,000 

Reserve for Unissued Bonds $5,000,000 

2. The full issue is sold to the Bank of America. 

Cash in County Treasury $5,000,000 

Income— Sale of Bonds $5,000,000 * 

Reserve for Unissued Bonds $5,000,000 

Serial Bonds Authorized-'Unissued $5,000,000 

Estimated Income ^ $5,000,000 

A ppro pr iat ions $5 ^OodjOOO 

NOTE: Because contracts cannoi be let until tuiids aic available, appropriation authority is wiililieia until 
bonds are sold. 

3. Construction contracts and agreements to purchase sites arc made in the amount of 
$4,900,000. 



Encumbrances $4,900,000 

Reserve for Encumbrancfei $4,900^000 

Other costs, not enciimberedj are paid in the amount of $20,000. 

^ ,<s7.. Expenditures $20,000 

Cash $20,000 



/ 



5. Cohstructipn contracts and agreements to purcliasc ^tes, previously encumbered, ai e paid h\ 
the amount of $4,910^000. 

Reserve for Encumbrances $4,900,000 

* Encumbrances $4,900,000 

Expenditures $4,910,000 

Cash' ^ $4,910,000 

6. An entry is made to close Expenditures into Appropriations. 

Appropriations " " $4,930,QpO 

Expenditures $4,93p,000 

7. An entry is made to close Income into Estimated Income. 

Income— Sale of 8onds $5,000,000 

Estimated Income ' $5,000,000 

8. An entry is made to close Appropriations into Unexpended Fund Balance. 

Appropriations $70,000 

Unexpended Fund Balance $70,000 



Part VII 



Accounting Terminology 



Abatement The return of part or all of an item of 
income or expenditure tcl its source during the 
current fiscal year. ^ 

Accounting period. A peri6d of time for which 
recordjis are maintained and at the end of which 
financial statements are prepared covering the 

. period. ^ / 

^Account numbers or letters. Numbers and/or let- 
ters assigned to the ordinary titles of accounts 
for classification of accounts and ease of 
reference. 

Accounts payable. Amounts due and owed to 
private persons, business firms, governmental 
units, or others for goods received and services 
rendered prior to . the end of, the fiscal year. 
Includes amounts billed buf hot paid. 

Accounts receivable. Amounts due and ow6d frorn 
private persons, business .firms, governmental 
units, or others for* goods received and services 
rendered plirior to the end of th&vQssal-year. 
Includes amounts billed but not received. 

Accrual basis. That method of accounting in which 
income is recorded when earned, even though^ 
not collected, and expenditures are recorded 
when the liabilities are incurred but not yet 
paid. 

Ad valorem tax. A tax based on a percent of the 

value of igoods or services. ( ■ 
Allocation. DiNdsion or distribution according to a 
- predetermined plan* 

Allowance. A provision for valuing an asset at net, 
' such as an allowance fpff bad debts. This valua- 
tion account will net accounts receivable to 
reflect cpllectable receivables. 

^Allowances. Sums granted as reimbursement for 
expenses or services rendered 

Apportionment. Afliffcation of state of federal aid, 
district taxes, .or other monies among school dis-- 
tfilfifts or other governmental units. 



App<frtionrhent notice, . A document notifying . 
' school districts \yh^ monies 'have been depos- 
ited -with the county treasurer.^ 

Appraisal An estimate of property value made b^ 
the use of systematic procedures based upon 
physical insiJection and inventory, engineering 
studies, and other economic factors. , 

Appropriation. An allocation of budgetary funds 
made by the goveming board for specific pur- ; 
poses and limited as J^p the time when it rnay be 
expended. 

Apprqprhition for contingencies (formerly termed x 

^ undistribifted reserve). That portfon Of thexjir- 
rent fiscal year's budget that is not appropriated^ - 
for any specific purpose but is held subject to : 

. intrabudget .transfer; i;e., transfer to other spe- 
cific appropriations as needed during the fiscal 
year, « 
^ Appropriation ledger A record cohtaining an 
account with each item allocated or budgeted. 
Such accounts Ajsually sliow the amount origi- 
nally appropriated, transfers to or from the 
a ppiopriation,* amounts charged against the " 
appropriation, the encumbrances, the unencum- 
bered balance, and other related information. 

Assessed valuation. Value placed upon personal 
and real property by a governmental unit tor 
taxation puiybses. ^ 

Assets. Anything oWned'that has value-f^gible or 
intangible. (See also current assef^ and fixed 
assets,) 

Audit. An examination of documents, records, and 
accounts for the purpose of (1) determining the 
pr p p rie ty of transactions; (2) ascertaining 
^ whether all transactions are recorded properly; 
and (3) determining whether statements drawn* 
' from accounts reflect an accurate picture of , 
financial operations and financial status.^ 
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Available cash. Cash on hand or on deposit in a 
^ given fujnd that is unencumbered and can be uti- 
' lized for meeting current obligations. 

Available surplus. That portion of the excess of 
assets over liabilities not obligated for current 
appropriations or for restricted purposes.^(See 
sUso unappropriated fund balance.) ^ 

Average daily attendance (q,d,a,). Total approved 
days of attendance in the school district divided 
by the number of days the schools in the district 
are in session for at least the required minimum 
. day. (Refer to Education Code Section 46300 
and California Administrative Code, Title 5, 
Education, sections 400—424.) 

Balance sheet, A statement that shows assets, liabil- 
ities^ reserves, and fund balance or fund deficit 
of an entity at a specific date and is properly 
classified to exhibit the financial condition of 
the entity as of that specific date. 

'Bond. A certificate contailiing a written promise to 
pay a specifijed sum of money, called the face 
value, at a fixed Iflme in t;^ie future, called the 
date- of maturity, and specifying interest at a 
fixed rate, usually payable p^odically. 

Bond discount. Jhe excess of the face value of a 
bond over the price for which it is acquired or 
sold, (The price does not includfe accrued inter- 
est at the date of acqtlisition or sale.) . 

Bond interest' and redemption fund. A fimd estab; 
^Ushqd to pay bond interest and liquidate indebt- 
edness when due and payable. 

Bond premium. The 'excess of the pride at which a 
bond is acquired or sold over it« face value. (The 
* pric^ does^ not include accrued interest at the 
date of acquisition or sale.f 

Bonded debt. That portion, oif indeb'tedness repre^ 
sented by outstanding boftdis. 

^Bonded debt service. Expenses incurred for interest 
5fld redemption of bonds, » 

Bonds authorized and unissued. Legally authorized 
bonds that have not been sold and that m"ky be 
sold 'without the necessity of holding another 
election. 

Budget. A plan of financial operation consisting of 
an estimate of i)roposed income ahd» expendi- 
tures* for a given period and purpose. 

Budget document. The instrument used by the 
budget-making authority- to present^ a comprfe*. 
hensive financial program of the govemmenjtal 
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unit. It includes a balanced statement of reve- 
nues and expenditures as well as other exhibits 
to report (1) the financial condition of the sev- 
eral funds of the governmental unit at the end of 
the preceding completed fiscal period; (2) the 
estimated condition of the funds at the end of 
the fiscal period in progress; and (3) the esti- 

, mated condition of the funds at the close of the 
ensuing fiscal period based on the financial pro- 
posals contained in the budget document. 

Budgetary accounts. Accounts' that reflect budget 
operations; i.e., estimated income, appropria- 
tions, and encumbrances distinct from the pro- 
prietary accounts. / 

Budgetary control. The management of business 
affairs in accordance with 'an approved plan of 
estimated income and expenditures. * 

Budgeting. The process of allocating the available 
resources of an organization among potential 
activities to achieve the objectives of the oigani- 
zation; plarming for the use of resources. ^ . 

Building fund. A fund established to control the 
income and expenditures related to the purchase- 
and maintenance of school buildings, sites, and 
equipment. 

Cafeteria account. Receipts and disbursements of 
• the cafeteria function that are processed through 
a bank. 

'Cafeteria fund. Receipts and disbursements of the 
(Jafeteria function that are processed through the 

. county treasurer. 
' Capital assets. See fixed assets. 

Capital outlay. Amounts paid for the acquisition of 

' fixed assets or additions t6 fixed assets, includ- 
ing lanH or existing buildings, improvements of 
grounds, construction of buildings, ajdditions to 
buildings, remodeling of buildings, or initial and ' 
additional equipment. 

Cash. Currency, checks, postal aiid express mon^y 
orders, and banker's drafts on hand or on deposit 
with an official gr agent designated as custodian ^ 
- of cjash; and bank deposits^ Any restriction or /* 
limitations^as to the. availability of cash should 
be indicated. - • 

Cash advance. Cash apportioned in advance of the 
usual apportionment period. 

Cash basis, Method of accounting in which income 
and expenditures are recorded only wlien cash is ; 

' actually received or disbursed. 
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Cash collections awaiting deposits Receipts on 
. hand or monies in a bank clearing account await- 
ing deposit in the county treasury. 

-Cash discount. An allowance made on a purchase if ' 
paid within a stated period, (The term is not to 
be confused with trade discount.) 

Cash in bank. Balances in separate bank accounts 
such as student body accounts, adult education ' 
incidentals, school farm accounts, and cafeteria 
accounts. 

Cash in county treasury. Cash balances on deposit 
in the 'county treasury for'^the various funds of 
the school districts. 

Chart of accounts. A list of accounts, systemati- 
cally arranged, applicable to a specific concern, 
account names and numbers, if any, are 
listed in. order • 

Check. A bill of exchange drawn on a bank payable 
"on demand; a written order on a bank to. pay" on 

* demand a specific sum of money to a named, 
person, to his order; or to bearer out of money 
on deposit to the credit of the.makerc«.A check 
differs from a warrant in that a Warrant is not 
necessarily payable on demand and may not be. 
negotiable; it differs from a voucher in. that a 

: voucher is not an order to pay. A vouclier-check 
combines the distinguishing marks of a voucher 
and a check; it shows -the propriety of a pay- 
ment and is an order tp pay. 
Child development fund. A fund establi^ed to^ 
control the financial operations 6f children*^*' 
centers. 

Classification. The narning or identification of a^ 
item or a catpgory, such as the designation o,f the 
Rarticulat account into which, a receipt or expen- 
diture is to be recorded, or the separation of data 

• into acceptable groupings so that financial facts ^ 
can be stated more accurately. " 

Clearing accounts. Accounts used to accumulate 
total receipts or expenditures for later distribu- 
tion among the accounts to which such receipts 
< or ^expenditures . are properly allqcaWe or for 
recordijig the nef differences under the proper 
account. (See also revolving cash fund, prepaid 
' expenses, ^nd petty cash.) r 

Code. (1) A distinguishing reference number or 
symbol. (2) A statement of the l^ws of a specific 
field; e.g.. Education Code, Penal Code, Civil 
Code, and Labqr Cb^de. . * 



Collier Factor. A ratio developed for each county 
by. the State Board of Equalization for the pur- 
pose of adjusting to the statewide average the 
assessed value of the local property rolls in rela- 
*tion to the rnarket value thereof 

Coritingent liabilities. Items that may become 
liabilities as a result of conditions Undetermined 
at a given date; e.g., guarantees, pending law-^ 
suits, judgments and appeals, and unsettled dis- 
puted claims. 

Contracted services. Expense of services rendered 
under contract By personnel who are not on the 
payroll of the school system, including all related 
expenses covered by the contract. ^ 

ContKolling account. A summary account, usually 
maiJ^itained in tlie general ledger, in which is 
entered the aggregate of the debit and the credit 
postings to a number of identical, similar, or 
related accounts called subsidiary accounts. Its 
balance equals the sum of the balances of the 
detail accounts. 

Cost. The amount of money or its equivalent value 
paid or agreed to be paid for property or ser- 
vices. Costs may be incurred even before money 
is paid; that -is, as soon as a liability is assumed. 
Ultimately, however, money or its equivalent 
must be giveti in exchange. The cost of some 
property or service may in turn become a part of 
the cost oir anotlijer property or service. For 
example, the cost .of materials will be reflected 
■ in the cost of articles made from such materials. 

County School Service Fund (C.S.S.F.). A fund 
established to cpntrol ffte financial operations of 
the of^ces of count^ superintendents of schools. 

Credit. The right side of a double-entry posting. 
The credit will reduce assets. and expenditures, 
and'increase liabilities, income, and fund balance. 
, Current assets. Assets that are available or can be 
mdde readily available tp meet the cost of oper- 
ations or to pay current liabiUties. 

CurrenKexpense of education. The current general 
fund operating expendi^res of a school district 
for kindergarten and grades one tlirougli twelve 
excluding expenditures for food services, com- 
munity services, facility, aquisition and construc- 
tion,, and object classifications 6000 and 7000 
(except 7250, Current Expense for Regional 
Occupational Centers or Regional Occupational 
, Programs). 
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Current liabilities. Amounts due and payable for ' 
goods and services received prior to the end of 
the fiscal year. Current liabilities should be paid 
within a, relatively short period of time, usually 
within a yeaer. ' ' 

Current loans. A loan payable, in the same fiscal 
year in which the money was borrowed. 

Debit. The left side of a double-^ntry posting. The 
debit will increase assets and expenditures and 
reduce liabilities, ificome, and fund balance. 

Debt limit. The maximum amount of bonded debt 
for which a school district may legally obligate 
itself. 

Debt service. Expenditures for the retirement of • 
debt and for interest on debt, except principal 
and interest on current loans. 

Deferred charges. Expenditures not changeable to 
the period in which they are made but set* up as 
assets to be eliminated by charges as expendi- 
tures in subsequent periods. 

Deferred income. Income unearned in a given 
period but set up as a liability to be included as 
income earned in subsequent periods. 

Deficit. Excess of liabilities over asset?. 

Delinquent taxes. Taxes remaining unpaid aftier the 
close of the year in which levied. (See also prior 
years* taxes, in most cases the preferred term.) 

Depreciation. Estimated loss in value or service life 
of fixed a^ets because of wear and tear through 
use, elapse of time, inadequacy, or obsolescence. 

Designated income, Incoine received for a specific 
purpose. 

Development Center for Handicapped Minors 
Fund. A fund established to control the finan- 
.cial -operations of development centers for 
handicapped minors. * 

Direct expenses or xosts. Expenses that can be 
separately identified and charged as a part of the 
cost of a product, service, or department. 

Direct support charges. Charges for a support pro- 
gram and services that directly benefit other 
programs, 

.Disbursements. Payments by currency, check, or 
warrant. (The term is* not synonymous with 
expenditures,) 

Double entry. A system of bookkeeping that 
requires an amount credited for every corre- 
sponding amount debited. Thus, the double- 

* 'entry ledger maintains equality of debits and 
credits. 



Earned interest income. A sum of money received 
or due to be received for the use of money 
loaned or invested* 

Employee benefits. Amounts paid by the school 
system on behalf of employees; these amounts 
are not included \n the gross salary, but are over 
and above. They are fringe benefit payments; 
and while not paid directly to employees, they 
are nevertheless a part of the cost of salaries and 
benefits. Examples are (1) group health or life 
insurance payments; (2) contributions to em- 
ployee retirement; (3) O.A.S.D.I. (Social Secu- 
rity) taxes; (4) worker's compensation pay- 
ments, and (5) payments made to personnel on 
sabbatical leave. 

Encumbrances. Obligations in the form of purchase 
orders, contracts, salaries, and other commit- 
ments chai^geable to an appropriation for which 
a part of the appropriation is reserved. 

Endowment fund. A fund from whicfithe income 
njay, be withdrawn but the principal sum of 
which must remain intact or be accounted for in 
accordance with the terms of the trust docu- 
ment. 

Entitlement. An estimate of an apportionment 
based on specific qualifications. 

Estimated income. Expected receipts or accruals of 
monies from revenue or nonrevenue sources dur- 
ing a given period. 

Expenditures. Amounts paid or liabilities incurred 
for all purposes. Accounts kept on an accrual 
basis include all charges whether paid or not. 
Accounts kept on a cash basis will include only 
actual cash disbursements. (See Part III of this 
manual.) 

^ Face value. As applied to securities, the amount. 

stated in the security document. 
Fees. Amounts collected from or. paid to individ- 
uals or g^-oups for services or for use of school or 

other facilities. 
Fidelity bond. A form of insurance that provides 

for the indemnification of the school district or 

other employer for lossqp afisin^ from the theft 

or dishonesty of employees. 
Fiscal year. A period' of one j^ear, the beginning 

and ending dates of which are fixed by statute; 

in California, the period beginning July 1 and 

end&g June 30. 
Fixed assets. Assets of a pern\anent character having 

continuing value; e.g., land, buildings, machinery, 



furniture, and equipment. The term capital assets 
is sometimes usecj in the same sense, but fixed 
assets is preferred. 

Full-time equivalent. The ratio 6f time expended in 
a part-time position to that of a full-time posi- 
tion. The ratio is derived by dividing the amount 
of eirtployed time required in the part-time posi- 
tion by the amount of employed time required 
in a corresponding full-time position. 

Function, An act, service, or group of services 
proper to a person, thing, or institution and 
aimed at accomplishing a certain end. 

Functional accounting. A system of accounting in 
which, records are maintained to accumulate 
income and expenditure data by purpose and 
usually are further classified within generalized 
functional areas such as instruction, administra- 
tion, or operations. 

Fund, A sum of money or other resources set aside 
for the purpose of carryinjg on specific activities 
or attaining certain objectives in accordance 
with special regvilations,. restrictions, or limita- 
tions. A fund is a distmct^ financial or fiscal 
entity. 

Fund balance. The difference between assets and- 
liabilities?- 

Funded debt. See bonded debt, the preferred term. 

General fund. The fund used to finance the ordi- 
nary operations of the school district. It fe avail- 
able for any legally authorized purpose. 

General ledger, A book, file, or other, device i^ 
which accounts are kept to the degree of detail 
necessary to summarize the financial transac- 
tions of the school system. General ledger 
accounts may be kept for any group of items of 
receipts or expenditures on which an administra- 
tive officer wishes to maintain a close check. 

General purpose tax^rate. Tax rate authorized by 
legislative statute or by an election held in the 
school district for the purpose of acquiring tax 
. Income for the general operation of the school 
district. 

G'eneral reserve. An account ta record the reserve 
budgeted to provide operating cash in the suc- 
ceeding fiscal year until taxes and state funds 
become available. 

Gift, Anything of value received from any source 
for which no repayment or service to the con- 
tributor is expected. 

y . . • 
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Grade level Assigned classification of pupils 
according to age and progress; e'.g., kindergarten', 
first grade, and so forth. 
Grant. A contribution, either in money or material 
goods, made by one entity to another. Graints 
may be for specific or general purposes.. 
Grants-in-aid, Outright donations or contribution^^ 
usually by a superior governmental unit, without 
the prior establishment of conditions with which 
the recipient must comply . 
Holding accounts. Suspense accounts used tempo- 
rarily to accumulate costs that will ultimately be 
charged to other using programs. 
Income, Revenue and nonrevenue receipts. Reve- 
nue receipts are additions to assets for which no 
obligations are incurred. Nonrevenue receipts are 
receipts of money in exchange for property of 
the school district or for which the district 
incurs an obligation. ^ 
Indirect expense and overhead. Those elements of 
indirect cost nfecessary in the operation of the 
district or in the performance of a service that 
^e of such nature that the amount applicable to 
each accounting unit cannot be separately iden- 
tifiedr 

Indirect support charges. Routine services not per- 
formed as a special service for a particular pro- 
gram but allocated to using programs. 
In lieu of taxes. Income to replace the loss of tax 
, revenue resulting froifi property exempted from 
taxation. 

Interest, A fee charged a borrower for the use of 
money. 

Interfund accounts. Accounts in which transac- 
tions between fund^-are reflected. 
Interfund tranters. Money that is taken from pne 
fund under the control of the governing board 
and added to another fund pnder the board's 
control. Interfund transfers are hot receipts or 
expenditures of the school system. 
Internal audit. An examination made by school dis- 
trict employees whose duty it is to make cpntih- 
uous or periodic checks on the reliability of the 
school district's accounting and reporting proce- 
dures. 

Internal control A plan of organization ynder 
which employees' duties are so arranged and 
records and procedures so designated as to pro- 
: • vide a system of self-<:hecking, thereby enhanc- 
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ing accounting control over assets, liabilities, 
income^ and expenditures. Under such a system 
the employee's work is subdivided^ so that- i^o 
one employee performs a complete cycle «of 
operation; such procedures call for. pro^r 
authorization b/designated officials. • 
Intrabudget ^nsfers. Amounts transferred from 
one appropriation account to another within the 
same fund. 

Inventory. A detailed list showing quantities and 
descriptij>n of property- on hand at a given time. 
It may also include units of measure, unit prices, 
and values. 

Investments. Disbursements of cash' for the pur- 
pose of generating income. 

Investment in fixed assets. The book value of fixed 
assets. 

In voice. An itemized statemfertt* of charges for mer- 
chandise sold or services rendered to the pur- 
chaser. ^ 

Job account. Aif^iccount'egtablished to record the 
accimjulatiort of costsf of a specific piece of 
work; work orders showing charges for material 
and labor used. 

Journal. Any accounting record in which the finan- 
cial transactions of the school district are for- 
mally recorded fpr tlie first time; e.g., 'the cash 
receipts .book, check register, and journal, 
voucher. 

Journal voucher. A form provided for the recgrd- 
ing of certain transactioris pr information in 
plaqe iqf^ or supplementary to, the journal or 
registers?^ 

Judgments. Amounts due to be paid or collected 
by the school district as the result of court deci- 
sions. 

Ledger A group of accounts in which are recorded f 
the financial transactions of a governmental unit 
or other organization. (See also general ledger 
and appropriation ledger.) 

Level A division of the management levels described 
. by the prograni structure of the district. 

Levy. The imposition of taxes or special assess- 
; ments for the support of governmental activities; ^ 
also, the total amount of taxes, special assess- 
ments, or service charges imposed by a govern- 
mental unit, 

LiapUJitie\^^ Legal obligations (exclusive of encum- 
. b^Oe^s) tlfatV^ tmp 



Life span (grade span I Brbad group classification 
of pupils or students according to a^e and prog- 
ress; i.e., preformal, elementary, secondary, and 
adult. 

Long-term loan. A loan that extends-formore than 
. five years from the date the loan was obtained 
' and is not secured by serial or 1|erm bonds. 

Lump-sum appropriation. An appropriation made 
for a stated purpose or for a named department 
without tlie amounts that may be spent for pac^- 
ticidar object classificationsTDeing specified. 'j^ 

Modified assessed valuation. Local assessed %^ua- 
tion adjusted by application of a ratio kho^ as 
the Collier Factor and other factors when Appli- 
cable; e.g., motiop' picture, , Redevelopment 
Agency, and so forth. . / 

Modified cash basis (modified acbrual basis), ^ny 
rnethOd of accounting that combines the coff* 
eepts of cash basis accounting with those of 
aQcnjal accounting 

Multiyear financial plan. A plan that presents^ 
financial estimates> of programs in tabular fbrm 
for"^ a period of years. Thesjs estirhatqs should 
reflect the future ':5nancial unpact of curreht^ 
decisions. The data in the MYFP should be orgar' 
nized along the lines of the program structure. 

Object. As" used in '^an expenditure classification, -a 
term that applies to tlie article purchased or the 
service obtained. 

Obligations. Amounts that the school district may 
be legally required to meet out of its resources. 
They include not only actual liabilities but also 
unliquidated encumbrances. (See also liabilities.) 

Order (for paynient). A written demand of the gov- 
erning board of a school district requiring the 
county superintendent of schools'"* to draw his 
requisition on the county auditor for the pay- 
ment^^a claim against the school district. 

Overdraft. The amount by which checks, drafts, or 
\ other demands for payment on the treasury or 
on a bank account ejcieed tire amount of the 
balance upon which they are drawn; or the 
amount by which encumbrances and expendi- 
tures exceed the appropriation to which they are 
^ chargeable. \ 

Overhead. Elements of indirect cost jfecessdry in 
the operation of the school district or in" th% 
performance of a service that are of such nature 



that*the amount applicable Jp.. each accounting 
' unit cannot be determined readily and accurately. 

Override tax rate, A tax rate levied at the discre- 
tion of the school board for a specific purpose. 
Tlje tax income received from this source may 
be u§ed only for the designated purpose. Over- 
ride tax rates may be levied in addition to the 
geijeral purpose tax rate. 

Par value. The price at which securities are issued. 

Payrolt register. A document accompanying one or 
more orders on a school district fund for the 
payment of salaries, or wages to employees that 
contains the names of such employees and pro^ 
videis information substantiating such ordejs. 

Payroll warrant. A document used as an order or a 
requisitit)n on funds of a school district for the 
purpose of paying salaries or wages. 

Personal property. All property except real estate. 

Petty cash. A sum of money set,.aside for the pur-' 
pose, of making change or immediate payments 
of small amounts. (See also revolving rash 

r' 

fund,) . 

Prepaid expenses. Items for which payment has 
been made but for which benefits have not been 
realized as of a certain date; e.g., prepaid rent, 
prepaid interest, and premiums on unexpired 
insurance Benefit^ and c<>rre<=pondinR charges to 

expenvSe*^ will be br>rt)(^ ir^ fntnrp ar'OUJ^ting 
periods. 

f^i{>r \ ears /<7V^'5 Taxes collected within the cut 
rent P^cal yen* f<'>r levie*^ in previons fiscal vnr<; 

rtr>grani ^no\in). A group of relate^' a^'tivitles con 
sisting '^f a uniqvie '^'ombination of ohjecM that 
operate together to nccornpl»^h ' OTumon fd'Is 

rn)grafn nrrnr^nffng A <?y<jtem of 'VMinting in 
which recofd*? are mai'^tnincd *o accnrvibte 
inconr^e and expenditn^p H'^tn *>v fMMprjo»»t i^m 
Part I of thi*^ manual.) 

Program costs Costs incurred and allocated by pro- 
grams rather than by organizations. Program 
costs should be tliose direct costs that are essen- 
tial to maintain the program. TSee also fairer i 

GOStS.) 

Program dpfmitinns See Part I and F^xhi^vit T D in 
this manual. 

Program structure. The hierarchical arrangement of 
programs that represent the interrelationsliip of 
activities to goals and objectives Tlie program 
structure contain*? cntegorie*^ of nrtivitie^^ witli 



common outputs and objectives. Programs may 
cut across existing departments and agencies. 

Property tax rate. See tax rate. ' . , * . 

Proprietary account. An account reflecting the 
assets and liabihties of the district. 

Prorating. Tlie allocating of expenditures or 
income from a single source to two or more 
accounts to show the correct distribution of 
.charges or income. 

Protested taxes. Tax money paid under protest and 
held by the county auditor pending settlement 
of: the protest. . j* 

Purchase order. A document which, issued to a 
vendor, authorizes the delivery of specified mer- 
chandise or the performance of certain services 
and the making of a charge for them. 

Real property. Property consisting of land, build- 
ings,, minerals, timber, landscaping, and all 
improvehients thereto. 

Rebates. Abatements or refunds. 

Receipts, nonrevenue. Amounts received that 
either incur an obligation that must be met at 
some futufb date or change the form of an asset 
from property to cash and therefore decrease 
the amount and Vtnlue of school property. 
Money received from loans, sale of bonds, sale 
of property purchased Oom capital ^unds, and 
proceeds from insurance adjnstTn^?>tc; ^-op'^^-itnte 
most <»f the nonrevenue receipt*? 
(cint"^ nvfniue. Ad 'itior>'5 to ?'^sef^ thpt c'o riot 
incur nn obligation th3* rnn«;t be met so'ue 
future H'Ue inH df^ irr'» " !w»-pc«<, 
property for n»oney 

fja^^ifh a/i'^n Redesigr^ation of current year's 
in^onif OT exp'^ndifure items previoMslv posted 
to one a^'connt and Inter determined to be more 
pToprrly charged to a different account. * ' 

Refund An amount paid back ot rr^Htt allowed <m\ 
account of an overcollection 

Pr^isirrcd war rani A* warrant that i^ registered by 
the county treasurer for future pavrnent on 
account of present lack of funds and tl^at is to 
be paid with interest in the orMei of Tegi<?tfn 
tion. 

Registers A listing of transactions of like kind that 
may be totaled Mid summarized for conveiuence 
in posting; e.g.. payroll regi^J*'*^*;. wnf^nnt r^^si*? 
ter*;. nn'l nttenH-itu^f r^ei<2tet<: 



Reimbursement. Cash or other assets received as a 
repayment of the cost of . work or services per- 
formed; or repayment of other expenditures 
made for or on behalf of another governmental 
qnit, fund, or department, (See also refund). 
^ Requisition: A document submitted initiating a 
pur(±ase order to secure specified articles or ser- 
vices. 

Reserve, An amount set aside to provide for esti- 

^ mated future expenditures or losses, for working' . 
capital, or for other specified purposes. ^ 

Reserve for encumbrances, ok reserve representing 
the seCT?gation of a portion of a fund balance to 
providfe for unliquidated encumbrances. Sepa- 
rate accounts may be maintained for .current and 
prior year encumbrances. ^ 

Resources. All asseU^^^ned including land, build- 
ings, cash, estinj^ted income not reahzed^ and, in 
certaifl funds, bonds authorized but^nissued. 

Restricted funds. Monies the use of which is re- 
stricted by legafrequirements. 

Revenue. Additioft to assets not accompanied by 
an obligation to perform service or deliver 
products. 

^'f 'vnlvin^ cash fund A stated ^^mount of money 
used primarily foi emergency or sniall or sundry 
disbursements ar^d reimburse'^ periodically 
til rough r^roperly do^^uniented exT^pp'litures, 
which are summarized and ^boTgrd fi. pf-r^f*T 
accounting clas<=ifications. 

' '//'V and use ta\ Tax iinr^osef^ upon the ^'Rle r>nd 
coTMsumpticMi of goc*d<? rtuI services It cnn be 
imposed a'' a geneial ta*< on tlie retail price of nil 
goods and "services sold witli^i the school system 
jnrisdiction with few or limited exempti ons or as 
a tax upon the sale or consumption of selected 
goods and services. Srparatp accounts my he 
maintained for genprnl *^n1f*s taxe*^ and <xo\^c 
tive sales taxes. 

'^^hedule^ Explari^tory ot supplementary state- 
ments that accompany the balance «?heet or 
other financial statements. 

S^^fured roll Assessed value of real property, such 
as land, buildings, secured personal property, or 
anything permanently attached to land as deter 
mined by each county assessor. 

Sfxu'rities, Bonds, notes, mortgages, or other fornis 
of negotiable or nonnegotiahle instnirnents 
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Self-contained classroom. A classroom in which a 

■ ^. ^teacher usually instructs one group of students 
* in a majority of the instructional programs for a , 
school year. Self-contained classrooms a^e usu- 
ally found at the elementary- school leveL 

Serial annuity bonds. Notes or other evidences of 
obligation in ^^bich the annual payment of prin- 
cipal and interest combined are approximately 
the same each year. 

Serial bonds. Notes or other evidences of obliga- 
tion redeemable by installment, each of which is 
to be paid out of income of the year in which it 
matures. 

v^' Shared revenue. Revenue levied by one govern- 
mental unit but shared, usually in proportion to 
the amount collected, with another unit of gov- 
ernment or class of governments. 
Short-term loans. A loan payable in five years or 
less but npt before the end of the current fisc&l , 
year* (See also current loans. ). % 
Site. The location of a school or a central adminis- 
> trative unit. 

Source document. Any voucher or other data that 
supports an entry in the accounting records. 

"Special audit An examination of the accounting 
records having a specific purpose- or a general 
examination in addition to or in extension of 
the usual examination. 

'^f'ecffTcatinns. Those parti<'"lar <v'nHties f^w^niTpfl 
of produ^' ts OT services. 
^ linnents Forn^al written presentations setting 
forth fiitancial inf<^rmation. The term inrhidp^^ 
exhibits, scheduks, and written reports.- 

"'iti' SchnrJ Fund, Monies provided by statute to 
the ^tat*" Department of ^*du* ation for distribu- 
tion to *3r|»*w>l flir^ffif'tr on ^ pf t r T nn*Ti pel 

forTTuila. 

Si^^J'f^s. Goods <'^T^ hniul \u <7t^>tf room*; snhi^<^t to 
requisition- 

Shfdent body fund A fur^d t'> control the receipts 

and the di<;tMir«5f'Ttif^?)t«; of c^hidtMit fi<3^orintiofi 

activities. 

Subsidiary acmuni A related account that sup- 
ports in detail the debit and credit summaries 
recorded in a controlling account. 

Subsidiary ledger A group of subsidiary accounts, 
the sum of the balances of which equal the bal- 
n7\ce of thp related rontroUinp amount 



Subvention. Provision of assistance or- financial 
support, usually from a superior governmental 
unit. 

Summary. Consolidation of like items for account- 
ing purposes. 

* Supply. A material item of an expendable nature 
that is consumed, wears out, or deteriorates in 
use; or-one that loses its identity through fabri- 
cartion or incorporation into a different or more 
complex unit or substance. 
Surety bond. A written promise to pay damages or 
to indemnify against losses caused by the party 
or parties named in the doijument through non- 
performance or through defalcation; e.g., a 
surety bond given by a contractor or by an offi- 
cial who handles cash or securities. 

Siirplus. The excess of assets c^er liabilities. 

Suspense account. An account to which postings 
are made temporarily pending determination of 
the proper account to be charged or credited- 

Suspense clearing. An account that carries tempo- 
rarily pending charges br credits to the proper 
account or accounts to which they are to be 
posted. 

Tax anticipation note^. Instruments issued to 

secure monies bon^owed hi expectation of 

receipt of tax-fun^s. 
Tax Hens. Claims by governmental ' units upon 

properties for which ta^^es levied remain unr>ai'U 
Tax rate. The amount of tax '^tnt^H in it>Tf»>Q ^^f 

unit of thfe tax base. 
^ Tnx rate limit. The maximum ^'^^^^^ tbnt ^ 

governmental nnit may lavy 
Tax redemption. Proc^p^ds fr'>tn tl»p r>f t^v 

delinquent property . 
Tax relief suhyenfion.^ Funds ordinnrily paid to 

compensate for taxe<! l'>'5t hfron'?^ of tax reli^^f 

measu^. ^ 
Tax^ roll The list showing the amount of taye<2 

levied against each taxpayer or property. 
Taxes. Compulsory charges levied within its bound- 
aries by a governmental unit against the income 

or property of persons, natural or corporate, to 

support its activities. 
Taxes receivable. An asset account representing the 

uncollected portion of taxes levied. 
Term bonds. Bonds of the same issue mat\iring at a 

specified trme or for a specified period. 



Test check. The verification of selected items on 
tlie assumption that those selected are represen- ' 
tative of the entire group from which they are 
selected. If no errors are found, the unchecked 
items in the group are assumed to be correct. 

Trade discount. A reduction of the list price, usu- 
ally expressed as a percent and related to volume 
of business transacted. (The term is not to be 
confused with cash discount.) 

Trailer coach fees. Assessments collected from 
owners of trailer homes, which constitute per- 
sonal property used in lieu of taxable real 
property. 

Transfer Interdistrict . or interfund payments or 
receipts not chargeable to expenditures or cred- 
ited to income. Certain budget revisions are 
often referred to as transfers. 

Trial balance. A list of the balances of the accounts 
in a ledger kept by double entry, with the debit 
and credit balances shown in separate columns. 
If tile totals of the debit and credit columns are 
equal or if their net balance agrees with a con- 
trolling account, the ledgers from which the 
figures are taken are said to be ''in balance.'* 

Trust fund. A fund consisting of resources received 
and held by the school district as trustee to be 
expended or invested in ncco'^danoe with the 
conditions of the trust. 

Tuition An amount charged ^mt pdncntionni <?r^ 
vices provided to a student. 

' '\appr*^priated fund balance. The portion of a 
fund balance not segregated for spedfic pur 
pos^fi. All assets a^^d e^^timated mc<^tY|e available 
for appropriation are credited to the account 
and General Reserve: budgeted nppu^pilrrtion^ 
and other obligations are d'^bited. The net vi^Jue 
of the account reprf^sent*? the \innppropria^f*d 
fund balance ^ b 

f Unencumbered balance. That portion of an appro 
priation or allotment npt yet expended or obli- 
gated. . 

Unit cost. The total expenditure fOF^ product, 
program, or service divided by the total quantity 
obtained or some other quantitative measure; 
e.g., total expenditure divided by number of st\i 
dents equals cost per student. 

Unrealized income. Estimated income less income 
received to date; also, the estimated income for 
the remainder of the fiscal ypar 
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Unsecured roll Assessed value of persortal property 
other than secured property. 

Voucher, Any document that supports or verifies a ' 
certain transaction. 

Voucher warrant, A form* embodying a warrant 
and voifcher in one. document. 

Warrant. A written order drawn by the governing 
board or its authorized officer(s) or em- 
ploy ee(s), approved by the county superin- 
tendent of schools, and allowed by the cpunty 
auditor, directing the county treasurer to pay a 
specified amount to a designated payee. 

Warrants payable. The face amount of warrants 
outstanding and unpaid. 



Withholding. The process of deducting from a sal- ' 
ary or wage payment an amoimt, specified by 
law or regulation, representing the estimated 
federal or state income tax of the individual that 
the employer must pay. to the taxing authority. 

Work in process. An asset representing the value of 
partially completed work. 

Work order A written authorization for the per- 
formance of a particular job containing a de- 
scription of the nature and location of the'' job 
and specifications for the work to be performed. 
Such authorizations are usually assigned job 
numbers, and provision is made for accumulat- 
ing and reporting labor, material, and other 
costs. 
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Part VIII 



Data Processing Terminolbgy 



Alpha. The term used to -indicate letters of the 
alphabet as opposed to nitfftbers. 

Alphanumeric. A term used to indicate a combina- 
tion of letters, numbersj and special symbols 
such as punctuation or mathematical notation. 

Automated data processing (ADP). The continuous 
integrated operation of dal^ processing in which 
automatic machines are used; different from 
manual data processing. 

Batch. A controlled group of data gathered to- 
gether for processing or balancing. 

Batch processing, A technique by which items to 
be processed must be coded and collected into 
groups before processing. 

Binary number system. An internal numbering 
system incorporated by computers which uses a 
base of two, expressed as 0 or 1 (as opposed fr> 
the decimal system, which uses a base of ten). 

Block diagram. A graphic presentation of ^ system, 
computer, or program in which selected portions 
are represented by boxes and interrf^nnf^^^ttne 
lines. (See also flow chart. ) 

Bug, A mistake, malfunction, or omission in t^e 
design of a program or computer. 

By-product information. Data, which, as a result of 
being tabulated in a particular fashion or as a 
result of being processed for other than the area 
of specific design, becomes available for existing 
records created for an entirely different purpose. 

Card; punch, A machine that encodes data into tab- 
ulating cards in the form of a pattern of round 
or rectangular holes; card punches may be acti- 
vated by a computer or from a keyboard. (See 
also key punch.) 

Cathode ray tube (CRT). A device similar to a tele- 
vision screen upon which data can be stored or 
displayed. 



Central processing unit (CPU). That portion of a 
computer containing the arithmetic, logic, con- 
trol^ and in some-cases, main storage units • 

Character reader A machine that optically scans 
alphabetic, nimieric, or special characters pre- 
viously entered on a document (usually by high- 
speed printer, typewriter, or imprinter). 

Code. A system of rules or signals for using a set of 
^ characters to represent data or instructions. 
Collating. Comparing" and merging two or more 
similarly sequenced groups^ of items into one 
sequenced group. 

Common Business-Oriented Language (COBOL). A 
computer programming language using basic 
English phrases designed for business applications. 

Common language, , A single code used by several 
devices (for examMe, typewriters, c^leulators, 
\and tran strutters') Tnnt>nfp<"tnteH by Hiffpimt 
/companies. 

uf'mpilation. Preparation of a m^ichine language 
program by translation of earh symbolic coded 
instruction i'^to tw<> or tti^mo innr lnup ln»>fjnage 

instructions^ 

Pata. Basic elements of information fact?, n\]m 
bers, lettet<?, or symbols with or wtthont n rotn 
puter. 

Data collection. The act of bringing data from otie 

or more points to a central point. 
Data communication. The transmission of data 

from one point to another. 
Data processing. A series of planned actions and 

operations upon data to acmeve a desired result. 
Data processor A group. of people and/br machines 

organized and acting together to process data. 
Debugging, Finding and removing the mistakes 

from the design of a program or computer. 
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' Electronic data processing (EDP). A term referring 
to equipment that processes data by electronic 
means; i.e., analog and digital computers. 

Flow chart. A graphic representation of the major 
steps of work in process, (See also block diagram.) 

Fortran (FORmul^ TR A Nslation). A programming 
system that converts mathematical statements 
into computer language. 

Hard copy. Any printed copy- of machine output; 
e.g., reports, listings, documents, or other copy 
in the form printed out by a computer. 

Hardware. The physical , equiiSment or devices 
which together comprise a computer and associ- 
ated-data processing macliines; the mechanical 
or machine portion of a computer system. 

Information. Facts and intelligence that result 
from data processing operations. 

Information retrieval. The methods a-nd procedures 
for recovering specific inforrna*tion from stored 
data. 

Input Transfer of external information into the 
central proce^^smg unit or into an intennediate 
data-processing storage device- 

Inquiry station A remote tem)inal device, such as 
a typewriter keyboard, from vv(iich interrogat»OTi 
of the 'M ff^ T> t*^ '»f n r'>iMpnt«^! c qf' t ige C'^'^ 
inside. ^ 

(See al«^'i < arri pit u tr ) 

r a M t1 g i 1 1 * • » » ' ) »♦> f t ' > t « l»r< o ■ t f 4-.ip- ■ op'- 

f i-jc*. pff mi nn f/' ( f /' ^ ^ * Mw t \i • • ■ ' J M ; I V ' ; r ' p 
ni outT^nt Ml ♦ PT«; 

thnt can be »naenpti7P'l t'> store Hntn 
^f't^nefic tap>f A pln<;(-ir <>? rnylnt '^trip ' ont^H \ ifh 

n inetpUic oxide upori wh'^^» <^'\\*.\ cnr> 

corded in magnetized spots. 
Mark nadrr A machine tliat optically scans tnarks 

entered fiisuaflv manually) in specific posi 

tions on a fortTi and assigris valties based oti *;nrh 

positions. 

Mark sense. Pencil strokes generally entered on 
bubbles ^ffn a punch card that <-an be read *^lfr 
trically l/y a machine. 

Optical character rcro^nidofi A general 

terrn referrir^g to the tpchtuqiie nsingr 




chines for optical reading- of characters, symbols, 
or m^rks from a printed input document- 
Op //ca/ scanner A device that optically, reads 
printed or written data, which is stored or 
entered into a computer, 

Output. Information transferred from internal stor- 
age to output devices to produce cards, tapes, 
business forms, reports, and so forth. 

Paper tape. A ribbon-like strip of paper, one inch 
or less in width, used as a means of recording 
data in the form of coded perforations. 

Peripheral equipment. The auxiliary machines that 
may be placed under the control of the central 
computer; e.g., card readers, punches, and high- 
speed printers. ' 

PrintoXit. Display of computer-processed informa- 
tion as hard copy. ^ 

Program. A series of instructions that tell the com- - 
puter in minute detail how to process data. 

Programmer. A person who prepares problem- 
solving procedures and flow charts and who may 
also write and debut programs- 

Pnndom access A storage technique in whicli the 
computer can find one bit of data as quickly as 
any other, regardless of its specific location in 
stf>rage. witliout requiring a sequential storage- 

'''c// ^inic pr fury^ins A »nethod of processing riata 
in which the machine begins to Aniction at the 
TnoTnent itntial itiput so that there is virtnr^K 
no pas' -ige of time hetwee'^ inoniry aT7d esulf 

'^'■7Vuy;/v' -Wiitten prt^grfMn" 'md ronttiw - .t-r,' 
extend ^'he enpa'M'lttif <^f c n^r^^^'^'S 

' ( r < -Cn iWlfn I A lU < f » I M ( ^ ' V t » » NT 1 » i f I V 't'i t 'I 'II r 

S/f>;/'^^ Ilip retention data icr fnttne retrfeval 
' Kf *n\ifinr A program designed sho\v vv^'''<l>'"? 

oi not a c^^nipntet is fiiT^ctioniTig properly. 
^ ' rnif^hpti f Prodnrtivity hasrd ov all 'facets of an 

operation; e.g., a cornpnter that cai^ read, write. 

and cornp.ute stmnltatieoush would have a high 

throughput rating processing through the system. 
llmr ^harin^ Using a computer to process multiple 

requests by independent users and providing 

responses rapidly so that <*ach user frf^el*? tliat the 

computer is entirely at his disposal. 
t^nit record f'quipnivnl Computerized auxiliary 

equipment su<"h n<? card readers, collators, and 

interpr«"ters. 
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